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saEaifas aRuaEa
gF AT HeAAT

{Bnsiness Communication :

A General Study)

“The words themsehes do nor matrer so much, or the gestures
or actrons by which we communicate; 3t Is the meaning another

persan wnfers from them that 15 the final lest—the pay of f of
every communication —Joseph Dhooker

TIAT AW 37§ ERNAT FECR, @I ) Pabr aay
TIETl UF TR 4 B T 919 vaudl 7 5on fie afafie
T €1 9 T E | T SOasIas 96l Wy A ¢ weafasn w
A St TR § | T A, wwatas fq 7 fatedwag @
YRTTAT A2 E AT X 1 G G AL, aaEe ¥ Ceng arer v
Fur 3 werhes T ¥ mwfad & W E 1 A enIww ¥ wnsa F
ageT 3 T g, dolnE @ @ Wy 3, awAny mifave frw
HAEMT HENE &I 95T G § gu w0 % vae frg er
<3 ¥, BT WER wHT gra A Aiaw antww fetto iy o
vz ¢, Arfrs Ay & Ay o afads B ar @ 8 aen-
o i A% & g afEET a1 A ST 21 AT 8 E 09w
stast vz Afw qAsl ¥ G BT TE @I AT F 555 qF
= wrEy a5 Frate o wifed 1 gt ue e e ae
mﬂwﬁw*ﬂﬁmmmwﬁﬁmﬁt@m
TP W R, IR e ¥ oaft sl s wiw e s
arfex t owa® gwaFw w9 qav faarew, faoesm, e ohs & g
st 1 sl qawe AW 3w gy

AT o Fwmfw S AT gER sEver 11 samEeire
w1 & oot atwrgiers forfe 3% e 9% s wen ey )
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oo ATEET  wwfaEarat (Suppl ens) wifr ¥ @wT @A aA™ TIH
wrll AEEfar @ 71 fwogrl @ A o w oa ga s
TifEH 1 T §T AQAOAT TR FT AW F g qaw ) g’
£ Far T T e g 1 @t § $TIAhGET oA AT AT X AN
@z (Peters) 7 witfag 9T & 71 ¢ fr ¢ wed) wrwanga gez v
CilsicE ]

FXTATEA J3 97 a0 771 @7 Ageaq@ 7@ § o1 anfy Fagran
efrre frmd ) Tz adi gy &7 1938 w &Y wAT e ¥ wfeg fagm
JzTwry Fafe (Chester 1 Barnard) 7 &7 a1 fF 53T ®1 T4W
I TIAAER  SqIEGT ¥ TAA FCAT JAT AT @A The frst
executive function 1s to develop and maintain a system of commu
mcation) WA & =3gAT F favga @Ew A @FAQT §TERT T LT
R T DT ETARAr ¥ AN W AT AT T
TR £ AT &1 walerR 990 gArfawT (Amer can Manage
ment Assocaton) ¥ WYY weAer gfm T (Alvin Dodd) 7 &%
¥ ATCF T AN G AT TF S0 ¢ R ww wnAwgA wrawy
# TN GREN § 1 ARG AT A G TIAT 7Y aomavg fafum
oy ag g

I F T 9 €92 grn & o wrvanem @ weefaTr anA |
T T ¢ ) T ATERE F aaa w715 ) aaafar gear
T FERE A G AR T AT § 0 o  fafemwm d g e
=afF oF T qeu1 forea fawm g gufaamew arz € i § qar w7
T AFI H AA=1 AT T TA T AW € q7 7 7ueq faww vy
afrar ¥ Fvar 31 or Afvife gn @ wnfer o7 aafaa 7w 7 fo
T WFTRT ¢ O A€M AT T9F AT AR AW Q7 IARNTT ORI
FAMK €T AT 7 qg AT FEATH 51T a9 graw § i oag am
TR T 9 77 97 A 5w Aty g ? o ady s
TTATAR ® ~argd ¢ (e fafaw g awqy a1 4w g0 o
FEMT R @MY R TH IAF AVIR A AW FHA T T qf1aa 4
AT FEAT F AT S AIAT @t

=67 BF TWTIRTEE TUETNG ¥ TG A WA ST IR AT 47
PTG 21 M fF I1F AT FAMA T Al am T v 7 a7 S0

AT o7 § A7 Wi ff 3 341 wum g wf
a9 7 fry ofr T 7 s w frar marn g
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SfaaT & o wher 83T & T ATERwaT § w99 ) o § 1 ggeas-
oA A fzwr e wr § fF ¥ aow g w90 sfame ¥ sy
#iw gry IO ¥ wEm-eet § ey £ oae [y eToy wg @
fF W7 T w1 99N B GRLudTEd F1 SHEAT FLET, YN IA% ST g9t
AT A &, WF 9% wreaw § f W aereT vl 31 gfw aww
£ ardy &1 SsTzowTd, disew g g St AR & g wr an
AATee e vl B Wl AT & W@W@F TANG G N §T SOqAqy, a7
aF T JUUF gEITE ATl O aRdy § He T 8 A gdAew
Hifr @ Fraifel &1 97 @it wagw gEATAD ¥ fa oam @
AYTT0] wAHT GNT ET L

T ATl & Femfean wew aut wafew www a7 g 8
SRR gAEd AAT T R §KF A a1 FEqAIGA FT GG WK oy
afus &, wWifs o Tafw Y R WAl s Vv 6
feeft wdtrer fawrr waan safE & 5 s onder staar fide & o
FYATAT AT IV A Tw ovd ¢, 9 aF {F <% sy wRr ot fEw
STt TG maad ¥ 7 G w1 wWE Ay SR waae faw 3
aRATarE war fEamaE gy el Y Rl wesm welt e 3
w fold oo & Y ww wdw wswifanfoll 75 Wi § e g
<} TETART T OF S G &Y AT AGT ¢ 50F 9IS &Y @y, Wy
5 mr¢wgr s g1 &, fafow starlel B et & anew enfer s@
YT AT I H GIOF 0T @y ¥ fre o @Rl w s
TRF EO § 1 94, ¥T ug wWez § % wATga & w0 | atewlinw
SEE B g FOW T 0\ WA AHam (Keab Davis) F 51987 § vgw
sraaTg & fong weRHATER o1 SaAt € 7gew § foen B gw s & firg
THHATC FV 1 B 9672 a0 & 9% R ¥ a1 aufe s
g WEN, IE WEIR WM AV ITLF I T G0 9 Sqvenlaa
sqaTar fey uF WA g FHY 1

wRngE w1 94 e afena

. (Meaving und Definition of Communicntion)

ARSTAR 7T A A &1 CRI-ERT I AR A
AL L R A Fowd A A337 AW 7T NG FET A @rer §
¥ iR W WA G 99 A (@) $9Y @ v
(mgd) ¥ W R s ehe ad 3 smefre wne e
I T FEEell ASATHL OF AT Y o bRy o asy ¥ gl
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cfrg wET WEAT F1 A K1 UGG RAAGH av qg wyhad wd
gfem faven o A g Y g L SR owd R ¥ anafe si e
11 gAEY ST Ay AT TE AT ) AT §, @RTRE adt 5
g ¢ waf qedw AW [ ST I T g wdt § qwR,
erua sl N 9w 6 A7 RS e e § 4 afy ey st
o Aear #t wiawr gF gl #1 Sw-Aw At wne wan g,
R Ay @R AL WAl § ARG A FE ST AL | T o wLe
1 naay 9far & qea 1 g7 R wra fre sEe E faan (Distor
ton} AT A qrAT & GV UW GeESaIEE A0y arcafaw 9€ ot #1 qf
T w wwaEr S ot Gl § R Al v e W
=)

o9 9 E ¥ R e yTagd W ARy [ Ay a47 gRy am
T & weg faa fredt oY 99w FT I SE SS9 AT wF €
ar@ 7 wean fpar @y | afy soF (Remutter or Sendor) @y Sfirm
Recaver) & Faardt ¥ wex o7 AT g QITAT 0¥ FANT ST 71
AT & Al A XY @ETAET TET @ L faag feafy & 9wl
A FEA §) FYTGH g1 ) ARG TV WA T ua 7w el
FOAW T AN TAT § | AT AV A AY et g frgrar a7
framaent @ gAY AT OV O 2AW T AT QAT 2~

g Aar Rfzfrw (Hepner and Pattingul) & waare a0

a1z T 1 fa3d waar amdm a3 7 9iaF F——ay wai 71 ey
- 1

quA aur wAt—{Newman Y Summer) 3 ¥t gaq qivarm &
nara g qfearar €Y g 9% I FE Rt A feww w4 9 farga
FL I T WIAR SR VAt @ § wir sfiem oy
a1t Franer avabrar wrar a1 fafaw &g 2

giu uaa (Lows A Allen) ¥ oA gegstargs & ¥ adft
o afenfag @ wdt @ ATk g o @fm et awo g st 7
ofereR | ST § Va7 38 TR § o1 safsadt T afess 3y arf 7Y o

Communicatson s mere than tallung with or whiting 1o people—t 13 1
cxchange of meanings  Harry W Hepner and I'redrick R Petungul

¢ © nmumcation s ar tx hange of facts 1deas op n ons or emotiars by
noraure persany  Newman and Sumae



31 ek meiy w4, TR W AW SCSAeR a6 e
Tadt vzt u

{e@tsy (Redheld) & sgame, “HRMAREA ¥ AW WA o
g frwra =1 grEafee R g e W, @), W
AFHET a2

wafesr siasw afsf@ (Amencan Society of Tramning) &
WRATE, EINAIEN AT UT AR T A A, e ot
ooy FTAET FERedl S NG STa e (72

F am (Keth Devis) § w{@T, “wymarga ag ofwr
P wrT ¥ AWs ¥ U@ e ¥ gAY sifas av ofEm arn
g

Age(Meyet) F WL FRAMEA, * TF ATYT TV S0RQUHY
faady FY R @ v AEA g 1 Y

[perane (MeFarland) & #are, “faegT &7 €, RO
Tz wfafs § Gl oI & T 74 TG AR WH AT |
fafirez =q ¥, o3 ag afafa §, forad wowt q<r o4l 57 [qH e 3
R 7R agErE A 8

@, T w gt (Lul, Fune and Prersol) & wae,
oy o Cl i § s wveaw ¥ gad, wliglam, famd o way

1 “Commmmeation 13 the sum of all things which a person does when he

wants to creat vaderstanding 1n the mind of another  Jts 2 bridge of
P

55 1t nmohes a and rocess of telling,
1 stening and wnderstanding, Lours A Allen

“Communication 15 the broad firld of human nterchange of facts and
oprmions and na* the of tel 2!

radia and lle.
Charles k. Redfield

3 Communication s the interchange of thaughtor iaformation to bring
about mutaal urd~rstanding and confidence or good human relations
American Socie y of Trainiag Drrect rs, quoted by Harold Roontz and
Cyril G Doanell

4 ““Communication 15 the process of passing wlormation 20d understanding
from one pereon to another ** Keith Dests

5  <“The act of making one’s 1deas and optaions known to others

—F G.Mcyer
€

Communication may be broadly defined as the process of meaningful
inleraction among human bangs d\hre,:pcc\ﬁully, 1t13 the process by

which are p an < are reached among
buman bang* D B Mc Farland




&1 gl AF qgAET e AT frn T & A T TAEAET TEAE
qF @At TP a7 £ A T gt
31y afarAT T1 A & Tt gu e Ay A € fr e
arga =g sfrar g famd QA m AR wE eAw RO @M AW
arer @ wafad waaw, e, aeafry, @, ae@, @i ua
Erpare by 1 WA ST TR F1 T AR T W AT AR AW A
& fr AT a e ag & fr AT S AT 94T AT I qe
e A - A B S L oy eafy 7Y A5 AT 7 AT A
quira w51 & frF weea W A AT & fr su gy wf 7t sreaFal 4
Arps W farg forT w4 W ET & A1 AT AT TR
s frg ar A @ arn v fraEra g1 arr & fra g
T A 1 AT AT kAl
gRANAEA F AW
(C haracteristics)

g3 37 wFrvraTEn A Err AN T T A T faea an@
T FAE—

1 @@ qF sfrm(Pr coss) A EIATT 0T ffera o7 frevre
gfm £ fanm o7 o3 affa ar e 1 PV E | AT AT AR
afaft at sy s oy faf fafa @ s T R i ufafs
afargaT A A gU T HTE AT 4 AFAT § | WA AR
o 97T AT FI3 A 271 §FATE | T ST AT aeani
s @z o AT T A A A g

2 wITAwEA @ gaary qa qw afeRfe gy § (Information
1nd understanding)— A= TAFT TT {5l METAT AFT T ¢ fr agw
qrEA W AT 07 AE A afrfr@eri & 1amE ® ARTAY W
& TR A AAETT ATV AT & FARTT EY AWET siray =1z 1 afz
31 F LA AET TR AT A % at nar aeq arf--a sfoms
FAq WA AT TN

3 qRTEEA T AR 4 g g any o gy oF e
TR F—AAAEA T AT & a7 Y T geraqm aer e o
e

7  Communication 18 * all of the processesses through which infor
Siontudes 1deas or opinions are transmitted and Teccived mowdmgr:ab';::'
A on understanding an 1 agreement  Lull P ¥, Fanck E and
Prensol D T
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A Al wF A T Tt gaat o fad e w § 1 af S A
T W AT AARG THC { TR AR T AW § @Y qg ¥RG ML
arfveg SRIFFAT S 7 7 aaeed g WA 1 A Wit were aft g
Tt ¥ SFRA FY EF R R A A § ey o § N 9
# Jt oY AMAEA QU YT AL WO THAL

4. TROEEA FEE w7 AR PR ke 9  w aen §,
7 A TAHT AEE SIAT § g0 &Y wav waw § | wifed
g wal T & f5 9y ST @ v £

5, ay STak A =l & fag 1 W —admEEe & @
orfdy F1 w1 G197 AT & @ FE W50 W f % 59§ afw foor
&Y wE R Y £ | aEaTmdr aEe e AR & N v s fasa §
fai o frar g

6. BEYRTER STHOHY, HEME Q¥ ANAW &Y ekt §— Q% qeww
# ool wwR § aremaTgd weNa § 1 R swandl Y g aFen
oty free &t 9T T A A7 bR IR e, Fred, s afide
Tl gox wicoifat #t Bfaw 7% WA 30 9o whaRT w
FEEEA i fam avlt s ¥ TRl Y QU s QA swa 8
I AT TR SFE w9¥ 939 §, waws fRa 3
g3 §, whoRor F et § ) Y fafy F sl sRanm w
WAl | EHT TTARAT § | AW S 9 SR 6T T Fard off Y-
Tt WA A R O QEAE 3 ARCORRE SIS st sy
T AT AW F W AR TE & @A d nht fewd & wdmanm
T E |

7. wRTE siFa ¥ anagA ¥ wi ama afieiia §—avr
arza uiR & ¥ @it g ft gfeafar 2 ek oro o ow anfew
Ta% afie A oA o £ 1 sl R @ AR Ofaw ¥ 3 e
AT T A T 0%, Py ey sfaq amg @@ =0 & SRifw &
W YT N 497 GTAIEA 1 g 9 0 g A

8. QRwETEY swwRtT (Administtaune) g - @Ay wat
¥ g FRTAER AR A e & ¥ E 0 freg
aws et ¥ a3 me v BRI ¥ g
T R F W § ) T 49 9T T ¥ wae A maaey
A AT tewies (Redhield) F srai, sumsty wREEA e
R T AR ¥ arfaa ag g § ufes s ¥ W avfnt
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AT & | UF ane aY qRnargd w1 anwrd v it £ suicar,
qfoafar, fademy, awea & g qur wdagfan w1 wdwaga w2 wR-
Tarsit & Y feranr Ag @At & 1 T w T2r s wTAr & fr s
a7 e g wmafas arf ¥ gr g

9 WRATARA TG F1 wrAfE Wi (Internal (o the orgine.
cation) g ~Far fr 379'a7 wsgT & farm wr R froAasaagT
ST AT § | T 98 At oY #vez g1 € fr artaaTed qaw s
duir i1 merfera gAr & @Y anzA & q0F AT #t owalq wEafw
AT AR AFNAEA 4T AgeRE v ar g v Peeg T aw
A AN E T ARl AT ARA-AEE aned T A Gl gard o
AT 737 (Bxtracorgamsational) ARdmatgy A 473 wAIE 9
T ) astfed & AnEA, TS g A0 @41 usg Ty, wn-
AfaT gt sTRrRIA Wi & aaq T gy v gzar g

10 agam & fpmita wwags (Two-way communication)
FT qERA §—ATA § AT AT § wgm Avify (one-way
AT gafTe o | faw ol A aora far owim iy P
FAT AT THanfent w1 ag ¥rd A =0 & F0 7IA0 A7 | Al sava-
AT anzst & 7@ A for gafa ar frooay o w59 (YNot to
teason why but to do so and die”’) frey aFam F MF WA AL
3 ety wgman gw9faq & 0 Awg wrgerg # Sfafa a1 wen
FRIE T ArRm-aaE A i gz e nfr o g aRmangT
TT 37 27 719 07 qFTAET & 9Tq A A4

giRmaga m fama
(Devel of C ication)

arzmifar frrm & goefeny avair & w1k adaTER 0 wEer
T AT &% 7Y AA N ARAvEAT 70 weAfar wges § 1 adwrr g
FY arrfar frarat w AsEAreEt A7 wgeAqet #ae1 g 447§ wiw
FEIAEA T T Aty farer Avwm 0 wamIeT P T
AT Y SR F AW AT ATAT £~

| gFa Avitg @RwagA (One- vay Co nmunication)—vga
wrrfr wemarEd oA U ez 7 F Cand wesE Fae ssaifa-
Tifvgr o wfaAedt YA S & AT et @ wad e, foad
sifs yexifanifean ay agam a1 afare A g 3 frerfrafo
71 ‘Not to question why but to do so and die” =f¥t a1 qnf w1 &
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I T AT F | TR S g Wi ader ¥ e 5y fatnaan
e —
] =8 vdw 3an senlfar ¥ fefarfal et aw g
o] whmedt a1 Bt ome ¥ §anr 7 foemd 39wy afa-
FERT G
[in] et wiXm wgEATEd e )
] vk adanfon @1 i 7Y sifa 778 7997 959 2 )
[v] &t e wfem 3 g & drewar sow @ oawdt £

fa~1 wr wdia wimar

=R § FaErT ¥ Sraiean 3wt § %00 AT aeaan
SUE A AT Al AKT Faa gewifawleEt v aden 91 mi,
fq—mwﬁq-wuw—wvlmﬁvﬁwzwﬂfmvnwm
7 Fgman 79 SR ST ARE N S yg Wme xR wenen, o
TR FTART FTAC GTAV AT 4 qf faa—1 X AT A G o
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fireg ATATg ¥ 78 afrw w1 e gn A A vam Aaf
qrag & 45 T anasifiT qen g, syt grd Ay gedwargT shra
T T99T Y )

2 fpariim gRnargg (Two-way Communicavion)—ufaT
JFANRT a7 FY SANFA T ATI-ATT @-3AargT & &7 77 W fawrw
g1 + wfronweaw, a5 wyad frar av A fr syaam & g9 e
F Pro geatfamifedt gra g wr fazer frar SAr & e W,
afsg welmedt & qwig, g afafoar 30 am A wawE €1
Y fammourt ¥ gweyen  fpaniig wfgae sfrar o1 farw
gAr 1 ¥ 9F A weymaneA stear & foefafaa fadward ard
IR E ~

1] zE gsrfarifedt & wrde oy frer wefmedy A1 9T g0

[n] wefieq g wwra v farmd gsafemfea 1 997 &)

[mf z8% aveer wgraqm & g of, s § wfeada avams

A AFAT E |
[n] wefreadt & famidt g wowmr w7 aw 2@y a® & wfy
T Serm 31 s AW E

25 g fg-mrat a-taarga ¥ faqra & gfarrfar ug adiaed
F RO WA AT A €T 3 ACA-TER G AN A w9 £ 7
TAAATF ofs g A 1 Ag@amgT #1 v afrar adartE & adea §
M afz F F agEr fag @FY E L madr agdin W awt & ) 3
IR A 2l QT a1 wrIrA vy geare fg-nnita gRnEEs shEa
FURAW FXANE AT FT AAT WIAF [T FFATRAT WY SieariE
F T FI3E@T &, giT T AT | v AT § e ¥ e A
S QA §, anfs gaam gr § fEEI saew (Partopatine
Mansgement) &7 @rqT@T § 1 o4y afcferfa & geftdt ¥ frardt qg
RIET 77 qged A Y wfaF g avar § 1 f-wrila gezmanga afrw 91
far—2 & guwEn war

stz g (Dass Gupta) & maa fe-andfia @a@aga o1
wgea feafafeaa sromm i §

(1) 77 mear =% Niar o3 3P A sEed 52w TEi

(n) ag fadr & afegrdr oz wfqdr @ smEd gqe

FTAT§ 1
() ag wiyes 2 AATPN @ AAEAT AY ATERY g2
FWTrE !



ko%

1 sy
A
e
P @

7
S
2%
et
g
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=

hEa WIS

mé!mafawu 4

2N I

y ‘\‘; . ’,pr o

S LI

€{\:\_-'~3:* ’i,{_ ' ;] l:_’m}.xﬁ
[:1 PO walliig - =

L_‘a;a!—xwﬁacwargu

fea-2 fysqdis adaagy
(n) 7z Jav 1 a9t & S SwW w
(V) 7% SAEHAT TF FEATT qE0 27 {alady @ qas &7
STAFTE T ARTE
{v1) ag MUAT Grar SRR qA FEAG T A gPA A
SR TT T E |
3. ¥a-fewm ardwang (Thre--dmentional  Communication)—
afis o § feamiy wiwags @ sfed @ g SR)owaw
qedn § fg-anifa adaangay 51 G swarew g 1 (6] o e Rl & =i
Fa sl wgnt 3 K off fr fear avagy o foew @R e 0
STF 74 AT 4 AT I qaw g P Faw st woad
qEAY F Feq TAAE W ADAATA G A0 &Y T gy € 1 7g wg-
gy 7@ g T fafas fomdt o7 9 safeady & 9 f oo =9 & Al
FT ARTE-IT  EF 41 Taeua i ggaer & M W gfa 94 smawiy g
< & A, § 3 oY weT Ay ansn ¥ avge o wara ¥ fafe
i oy wER TR J o froay s g e AEms € 5@
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A A mifAT 9707 gz mawmy avwT g fy anaag afar
1 fawt 3 frr art sr—

(1) fwea e gwaga (Inter-sciler Commun cation)

(1) amA W@y gRwags (ot scaler Communication)

() [EAAT aRTET

(Extra orgimsational Commun catian)

(1) fra @Qa grRmEga—iaa fog e ¥ afeaifar 7 e
7R ATT AT T WA 3T X faq ARG waqn g2 7 937
qIET TET 8 | IAEEMT w77 FAqv faquiin FAw qu@Emm) qa
FIOH ¥ A AT FT JIETA 9309 faw #@afq a1 e FR &9
AFR AFACIE | AV FAT A AAT AT OF AR AT qaan
VAR AFRT T AT FHAT ar g afkw@w, e,
frrmaa faw atfz a9 @ 7

(1) aTA W AIWARA— T AT T AR AT AT T
T FAAAT mrar b ¢ g e § J1 AaE AT g @

-
.
u’[\'

~ 1
[N
A

e
3% o A

o e ,‘Iérs

E

1 Mz uwME,

5 ;v;'- 'aa ﬁ au?j
- \
‘?ir /(3( \Uzp}\ﬂ 4 J it
srdeoidihdted
fax 3 fx frmm wegTATER

e 1
2e s IS
TGRS e N:t Rt ‘{%
ﬂ-»*%
&
8

AT RETATE FETAT 7| TAZTA0T 99 77 fqamrens vy fauar
e & W fIAIT U7 A0 T ARE TIF AT E 8 A8 0% Wi
FAATET FF AATE | Az WA ANTAMIT AT TTE AT E ) o
e AT H TATAT a2 AT 7 1 WIAT @rogaren (Shobhna Khand
wald) ¥ AR A w3 aRAAGT wHAE (Understindine) & afg
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Foat §, wAma A st qee gAA wOa S ) 9 A e
weafus wgew famwm st amra G A wd SR weEw @l
fara & fza & fou sgw fron o, @ 9 WO T TES 403
v

(n) WS BATAGA—TT qEw ¥ AMTFAL u7 FH A
T AW ¥ AV AT FOO AL AT WA F mﬁmﬁwmrg
a7 3% ‘QUSET gRaNEA’ A0 £ 1 IR O § gW WEIT ATR
AT, AX-AG W FT AFRTR T | TR A ACAER w4 H
ST HEW KK EHAT T HTW0E g |

axvaafie grEmwER & faww W
s 53 T AW
(Factars inflnencing Development of
Business Communication)

= SR A w7 R P S g oar sy
fama Freg &~

1. myraenfas &= &1 faww (Growth of the Size of Business)—
mEmfE &7 % R{Eer J A S e ssd
sxaATi &% A7 (ISP gan §, XAl SAAE & T H9 1Ay 47
TR oY gfs g § W eeAEA T A TV T QO4T ;T MY
F5AT AT QIZ !

2. &FATEL 712 & fopt (Development of Technology)——sra-
T A & fam ¥ FRwangdl v gy 597 7 30 9 At wseaais
qefmt @R WS AT €1 T g ogfad ke F
YTEIR T Y WART qH7 AT E

3. sfmagl (Compevion)—ag wd R o wrafrr w1~
am f water wfvermt € 0w wfmed & ey Frada & o ag
FATT, AT ITOET ITHAT F ARCAIT TAET 67 AN F/RT Tvesus:
& At § 1 3R EF (T GRaavaw wid g aEr E

4. = gR = faew (Davelopment of Teade Uaions}—aq
w E faww §f @ ¥ oafwe 97 sulw s (Recogmtion)
fedimtdy (Participation) A1 swerzae g aaw £

1

““Intra-scaler communication inereates understanding, actentuates group
unity, speeds actions, s morale and pros 1des supplementary wmformation
However, 11t 1¢ Overemphaszed and percected to serve interests of a
particular management level rather than the general interest 1t tends to
weaken the orgamisation ' Commutication an ledwte; by Shobhna
Khandwala, Industrinl Trmee, Aug 1, 1964



5 grafaw famdl & wg@ea (Research i the Socnl Scien
ces)—arfors FaxrY & ALRAGY ¥ oA qg qQ ©9 & we g
fir xfiF FEAVET FT OF AT ACY AL § AF 95 QT "I fEAaTT
3 3% Ay A Ay eqifd w qifgd ady e ey ¥
FTMET FFRATE |

qRWATEA & I
{Objectives of Communication)

Tw @ Wgden (Dale ind Michelon) & 9, “arv@iga
1 gey 9E v Font zafe, feat agg o fed) @@ ® ofoean weat g an
st wafa F1 www o 010 faega w1 § ety ¥ fow W
B aF g—

1 FHATE FT FeT 3T I F AaNd o

2 FuIiEt 7Y 3% TR F avaeq w R @ fadar 0

3 FAAPEI X T A qrw AT W WA W AgEF

&

4 FAOCET | I F qq7aqm Fer T awt §oafy wfa
TR FIAT
w39 1 FHATA ¥ fgq 1 o7 straq w7An )
5fREY & AEWAR (Furn ver) § FF FAT wgaT 9%
FTAT |
=g AT wv1 A 31 famta <A
FHAFA T F T A 707 7 3fg T a9 39F wgmT
7 oard w gig FT FT A9 ¥ |
9 SEF FAARY F FITA IT AT A F ATX A N Y

ATIRY |47 )

10 fardt afae & faw dare o

a w

o~

g @y AtAwa (Hodge and Johnson) & TTATT qRATEA T
faeT wq w9 §—

1 737 ¥77 (To nform)

2 IFATT ar afeq FAT (To persuad)

2 w1 FW@EM (To initiate action)

4 amifsT gaedl 7 guw A (To f ¢ htafe <ocia)
contacts)



ALAAEA BT HGTT
(Importance of Commumeation)

fer & fmee A gaifrgaa National Management
Association) §  SIETC z mghe frn Taiem @
wMax wrn g  (Communications are the hife-<tream of the modern
business office) AW T =ATTF &7 T T2UATET FT TLAGW T
g1 waerw aw fafew &, garitar g, @f feifa o,
faferg FATET 8 T FQMT, SEH @1 T AHAT FEAT TATL 1
famy wrexrarEd 99 stAra) WaTH § fEw s fay R
(Theo Hamann) ¥ faa 0 &g slid S § 1 97% =qa et
swRE T Y oawem wrwEn w) feii ot fam tew
et (Rbambatta) ¥ wYER, YNy @REGA FE wEGY A
frereA A wgwan TgEw §, gEQ ¥ @gan avw w3 § fEnd na
fral 2t v ¥ ¥ weOTR E T SRFUEE ¥ giw ¥ ghe aiewdw
SRE U TR e dus gl (Peters) & f=me & gl
whAifE T4 §, “TS aRiTaEs o Seea W AR V8 g s
FRTATER B AL T wemgd frew e F Frawar § -

1. @@ o Fow A=’ (Efficient  operation of a
Business)— RA® SWAEA ¥ TUA GAET F [T G187 A" 2 1
o5 fagE ¥ A R wwaga ¥ s maenE §17 (Withoat
communication, management 15 imposib ¢ } EATTITNE q7 ¥ faFrg
F QT U W TAAT LR a2 TG § W AR090EH [|ET OF q950s
R qR T § 1 0 IR Fom mEd  wd wean g faay wae wfata
s g st § 400 s gaR safadt ¥ ad s st mam g
& &Y weaw T A 9T @t 77 Fretaw aon g § AR e W
TR @ i ¥ 5T FEm =@ AT s o a9
FE 7R 7E0 @ e S w=dt ¥ 1 AT fawem wn, s

1 “The suceess of all mausgement functions depends on successful G

cation © Theo Hammage °F fol Commuan-
2 *Better Ccmm\;mca;mn help ta get better job performance, wins the
co-operation of others, gets 1deas and in the swork B
F h.Khambatta ok performance

m  the L

< Good for sound '
haymest W Peters i

4 <ltserves as the lubricant fostering smooth operation of the man.
process , George R Terry agement
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i Y wEw @IS A TW 3w fufag ¥ fag
FRTATE AT XA 7T 9347 § | waws 49 § wfog frgm de e
g7 (Peter F, Drucker) a1 7t § fr “siars & i g@ fala s
#  qnd 1 ag safewdt 7Y greanagl § 1 ag sianfm wa g,
#, fet #t od gl o aalE ST 1 ag a9 A & fAy we
b 21T AT SET F AT IAXT HAR-TF WA AT G 11 wqe
& fr w7 g7 gRudRd 4 aon war §, e wmF fow ag
FIAIT TT TE GIRCT TG FCATATE | IY 7 g F s mi }
WRIATEE AT WA T A § | men T aEwa o afra
¥ WeT A wOE A9 W wsar § aur F  fafaw wwt av qusam
T Gr §

e fagt T Hgar Corely wnnags @ s A g v (Good
I mmunicition 5s good business ) FHY FTT T WA fag= ﬂ’iﬁ ¥
fr cardy narus Ao WRURTE TR § W) fav wan & saw e
gk faqdt® 1" (Good managers arc good commumicators, poors are
usually the opposite ) FRREEA wrg & fawr wfeg dar eTles
(Redfield) A oY agt a7 ag7 § Fr “'advagy Uw wMeA WY W@ WAl
T § wear S9E fEAm $T o@gw §)” Commun cation may
cement an orgamisation or disrupt 1t

2 ofea gz wig fage (Proper and Quick Decisions)—
WRTATE 6T Frga B | ngeaqW Dwary 2w § 0 mw Afa frata
T Jeer w1ead &Y A @ 8, s fafite swar, seard, el
iy afeafra §7 8 wd & qwen faar fafr g frga & ard )
=g frdm, ed qRaargt o & fode @ {1 aft g a @ A &
T A BRAATGT ST § A1 F fafem qovnd wveq 3¢ w3 v
frgr & aFR ag Aawled gag wtwar aRwarglt av feiv
Eaciad|

3. Pl gy wiwre s@m@@a (Decentraleatn and
Delegation)~fa¥aiimy a7 & agk & worg &) fasdpa
WEAT & TRRAXTERT AT NETd W W AT Xr@qw § 7D T SR /1w
FO Y w9 FET O IE T ¥ WA A AT § 0 g Qi

L * The manager has a specafic tool information He docs not *handle’
people  he motivates, guides orgrases people to do 1l e1r own work 1315

tool—has only tool—ta do all this1s the spoken or written words or the
languige of nsmbers * Peter F Drucker
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o7 WA T 7 @ oy serd R wEeaE & | T
ST AT TR 7 o1 Tt Wémﬁ.mjﬁ(oeorge R
Terry) ¥ 70 & & & aazwzﬁmr%mszﬁmtm@m
1 vt fear W & U %m\miﬂﬁﬁiﬁvw“qﬁw
st m@masrmma,mfﬁ TREEEA ¥ W fnit T
g7 Whather 2 decentralized op-ration succeeds or fails often
dep-nds on the quality on admumistratine communicatton}

4 Qwat w A (Plannmg)—-zf'ﬁr«ﬁz'eﬁr&ﬂﬁﬁ-‘ﬁﬁﬂ
AE L w@ﬁmﬁ*?ﬂ?ﬁ'ﬁmw;@?aﬁ%m@iﬁm
1 Bt FCARTE L {mﬁwﬁmwﬁi e F et far
7 afex TEdTT BT a9 I FeAT X AT aw # g w gn
ST § 1 e T s (Koontz and O'Donrell} & = IR
F e TR faar 2, srvaTTel fri 7@ o &, i
s Goeiare mafes X HH T it & FY TEws A s
& aﬁmm@wﬁﬁfmqa Paega = & R0 ATl
% b AYGIEAT AT EEA fRawFam w7 a7y 8, favg 7 HAw
%mﬁéﬁaﬁzaﬁﬁ,aﬁsm?{ﬁma{mm%m
ﬁﬁ}m«‘nﬁﬁ@lﬁmﬁﬁﬁ@ﬁ@mél

5 e (Co-ordination)—sRT & faegt TET F TR
ﬁ-&ramﬁfﬁuq—aﬁ@mgl s T sAaag &1 fafaa
%Wﬂﬁwﬁrim&mamémﬁﬁmfmamﬁﬁ—ﬁq
e ¥ T I ﬁﬁﬁ?ﬁw‘ma{m@@-{mg,m
ot o T g £ = g fawm % Tl 47 UF TL 9T &1
gﬁz—gmmmél 1 g T B A R
T AT AR ) T ATR ITEE ot F7 o SR F A
TS X oy get § | T 99 o ¥ ofam axex 1) el
£ a9 g A (Mary Cushing Nales) el & Hamem & fm
mﬁmamm%naamﬁﬁw,aﬁaﬁa\tmmm
Y T TR T T by 2§ R YR, SR ST ST R

| Gommumcation s the megas by which the act of deleratier 1a

Sed | George R Terry secompl:

2 Etectie phoaning occurs when eseryonc ruponsible for 1 hag accct o
e Afoomation alferting area_planmire
s speifac and thorouzh as possible
O Donnell

nformancn
Harald hoonz and Gy
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& fAl, [EATA QF ST GT ST WIA QAU SN WA QA a0
vz & fag wawr § ) fafaam g R (Willum B Newm o)
§ v wrear & mwgT T owger A 0T frar g ok R @
oo BTG AR | ApTaar aganar g7

6 ST s (Domocetic Mineement)—amgiT 4w
& sqramfat qeart 1 wa-1 gaenferr agfy T w9 fa swar
& aeAY & wnrt @Y &1 I A waw o% e’ St & o
FiY ST gyt afaken (Jowt Counels) Ty wdard-fgerady
(Worl as Putiapion) & saer frar oy wr § 1 af g wiy it
& Ifaa aerd T A § A wTierT w37 snqeay qoT O gefi
o g aenares aY g gbra Qe afwaet &)

7 wradig geaedr & fwte 1 (Bulding Good Hunuin Redie
oM} —HT TR 9w T epr R avrdt werd 77 fade At 0 g
TR frar sy am ¢ froseyr ofer & o wadw eagagre fror
FmtmazmT g Wi afar 09 o IomS T A e A g
g wivg A aw g a1 mgeaqat feare § 1 gw fasmara § oaw
@ aelt TY ey ¥ g ang frar & 1 wfAr 7 wage 3t ov 71 aew
AL G aqv g (AT AfAT vaq qaqT ¥ dry T gaq dg@ e
TR Y WIEIT § ) wAwateT oo femr § tgeryet Avmary g g
AT wr weQ ¥ AT oA AT atra gy ¥ ey A T
AT 93T AT @At @ | snfar st N e afary T o
7T 37 awafas feafa T swanq o § $ afir sy faare fonog
g iy MiRT ar gy wF § 1 gg 7P 973 A e Ty e
et & fanf § wgeagd @erT R ar g smdw wEed ¥
Fadiaw C1a ¥1 @% (Robert D Berth) & fawrdy 1 eftare oviy &
aff o gt A fard | e wgare faAr oedmgA & wAdia
wegey waend & 078 wridig aeedt & fmia b fan aRaaweT afEr
ST § )

L ¢ Good Communicatioms are essentanl to ¢ or§nation  Lhey are necessary
upward, d wnwarland sideways throagh allthe levels of authority an'l
advice for transmussion, interpretation and n loption of policies for

tharing of knowledge and information anlfor the more subtic neels of

good moral and mutual understan § ng *  Mary Cushing Nifes

2 Good aids 1 co netivitica William H
Newman
3 «Itiimposnble to have human relations wathout communieation *

—Rebert D Berth
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§. mAYaw =z § (Increases Morale)—wvas exfdi 3 59
WrEAT & AT & Ky ¥ 7GR A4 I AL T I STAGEF A g
. T@ TR A WIAAT B 98T FW H ARIARA FT WAL A g
TR T g wAEl Wy wmfel ¥ aw el ar aay
srT-var gt e &, fry el wen sk wree S
=7 faera faT § | v & A A9 wee §ear w7 qAw AT T
STy § 1 e wAEE adt sw R om oaww g, qafd saew ad
W o ®oww @F g1, S0 fAa e 3%, WS
AT & T FANA Y 7 a5 gy T W AT, ey aear v @
W 7 & 1 7% O ARTET T AT T eI f g o

9. FHTHE ¥ Wi ggam (Mutual Co-operation)—3Tw
TP 788 -EF0% SR ¥ g7 4 OF Y eAwET gr F A w6w
i T W §, T TR SgAW S WREES § | e
TEAW § oo K oaear §owEl £1 gAads R W S @A
TR ¥ 9AF sdard Bt fafee adard 3 ot ¥ o gaw v
TR WG A% a%AT £ | 59y TNl ¥ fAwe g aqifad €
AETE BT W TR F g AFFW F6@ W §1 A R,
sieitfs e & wrgfae 98 1@ Al wd, weoar au frea ¥
srraTiedt B owg & wf A Y weE A e v 3 admaga
TA I% 547 ¥} Ig7 aN diA AT ww s Rawa g o

10. mfaw Sewgmat (Higuer  Productivity )—aris fagey =t
77 g 5 =3 Ml wwEnil Uan I Al W AT 9N & sWard
91 SereTar T ST Y as SN &) eREaRT ¥ arew ¥ aEer
FEAT wAR A7w & oenf R ac geR awdr ¥ qfy s
F v o7 ferm Sard | gEy Tt e ¥ w o ae § Wik
g wen Fagdr fuft & arwn § fed o sowRA & gf
i

11 @R wER QI WATE! W FW (To Avod
Bisunderseancing and fgoorsnce} gy Q. (G (W A Wiytej
TR, YRIR T /I LS T WH AL TORBZAT § 17 (The great
enemy of communication 1s the usion of 1t ) g FRTTIET §

1. “The present goals of arc team work,
and creat enough o make all empl fed'a partof t he
social work group  Commumication has reached a_majer porition 1 the
achn cment of thesc goals ** H P Zelloand H J O’Breen,
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T q1 HEREGT A ¥ wafasardt 1Y g2 fravar avar § 1 Aen R
T ATar &1 art €1 aft 9g Sfiaer § T www wig oA
GEIT aqT FHATTCAT 9T A AW qTAT § | W@ AN wgiahr a1 sfea
EArH gra faerar W At § 1 A IEY ST wE AF FdErd W R
& ot %% 1) ¥ wAfw A 1 90 WA STy ¥ g1 uRaargs
FT HETALA 0T § 1

12 9T qait ¥ wey wvra (Good External Relations)— U&
argaTEs weat ¥ T ST TR Y AT I @R SOTEE )
arey et @ gw fvd &7 @t F¢ v ay §—(0) gy (Sharcho
1ders), (u) Tg® (Customers), () suTaret (Suppliers), (1v) T
|EY), (Government bodies), (v) Fafay gy (Scienufic wstitu
uors), (v} qara (Socrety) {vn) =@ 79 (Trade Umons) 1z

o fafeq arer 9a9T 97 ZUAT HOAT HETT § 1 ;oA 7 g
e RE FT IR §An AY O Ty Y o gaer iy oslt 80 wE
ST W wgeAqy @i € fafrr meli e o
g AR AW F WA AT AN ¥ gy ¥ g ¥ M & g &
areq ¥ g W AEE AT Arw@want woar Fw g e
Frofy STOw WS WA U g O &Y 93X § 1 ge) g s
SEETCAAT ANCT Wil 7 Y 70 quT @vaw awA T+ PTg aeReanT 1
aE@IAr gRTE |

arE N annifts adaaga
{Bustness Communicatton in landia)
KT R FTH SWONAT TUTART a7 7T g R 7ged G2TR
AT T T § T e A ¥ aeuargd 9% 778 e €y A
faaram § | At T qeamdt a7 ¥ of o N gr ggen D
FHafE aF AR T AR W omm el g sdafa
qear @ A G IT W@ AT TW TAT I @y wwaed i &
Frrdr dwr g1 afrTEeEer aferre sderd aer 9 At
oft wf X@ W &1 TRETY AN ¥ Il @) ofdw AR
@ TR TR EY WiEE Y wen Al w fewig v g
wear g |
2t waTe TR S 4T WA 0 A ewv g avady A% agg
fifoa Y qm AR & TR Te aTed A At o e d witwf
geayq AT A1 @ A A Fregw fafor o @ @ a@ 2
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qAR-IAT 9T TR, T wil X N ¥y =Tl T @ v
qfcrda Wiy ¥ I S wEAr iy wates T )

gt 87 & Sd % GeeT Afut geardr Hars o
FROTET Y T3 K gl v S A @ o g wen & v
uw Ay Pt ¥ s wE=dod Frafag @ O w@r gy W o
AU BT &7 s weandt & e A Sramr

AT AT AW R T 9@ AT T AT A
4T B FRANEH NG T S w9 A8 B wway § 4 %T 9% g
AV A3 WHL ST Y ST SEEA T AT F st e
qEaT &% 1w el ¥ g wfeww A s w0
fa3rg g war 73 P & waiedr ¥ e ¥ www ofr mindy
A gATigR wAan ¥ sufem A aw ad ¢ i ) feind w
SE-THNER F T 9 9 T TAE K ETIEE 90 v & @A
gt FEA ¥ e oF fgfa ¥ ar sterg & /3y & avns
fadra e AR ¢ vy 8 ¥ foy w9 A aenew &
FHITY N AWONT ITH AT w0 F AR I aar oy w0
=it gear ¥y s 0w gRast &Y sy & foai aew F a R fam g
T TS ARE AW TN DR 5 afafey awdld s d
YA AW FY, A1 TG T A F 1 AR w0 F ga,
sfanq A 3 AT g g T g 1 R qges wA
fovmar §

sl ¥ g == @ g a3 afs
SITIRTGT QENE FEeETHEA 1 oI T REeq 9 2R a8 & W«
fergmmm e, T, @, @i sft 35 wend 9 79 oW &3 wam
aft g1 ¥ weard aelt SRt ww Sl 1 g ol § 1 wdwiay
Fywaed ¥ e fay wty am 3 sPa ¥ o g ¥ G
Jrodt &1 waQT e an aar § 1 & wmeaw & s |szvargy
9T AR EAT WTOW R R {1 wnnm g afast ¥ wdmarE
gawar o< weafas enw far arr w0 sdi-e wrea § OO
TSV FT MGET AT @Y, @I W N ARG W OA5eS
=2, A

wRuaga ¥ fagra
(Principles of Communicition)

AR (Corncl) ¥ wyeme, “frzva g s faw @

adar ww & W el v @ frer frantty 0 vas v
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¥ qrmfar faam a1 71d & 79 free fraife fry s < &1 &t
T 9T G A Sy mgEr 7 T w9 fyamn ¥ el §
wir fagrat a1 g frar )

T frgrat ¥ afafcs ot % frgr 1 "Amraw Frafafa
fagra 777 %7 § W S0y 3~

Tz wa W SR T AT aREEnd AR ae faar
i

1 Teear oy fagra )

2 amrEdy 7T fagr )

3 " 4T G |

4 wg=ter ey & amia (Strateaic) IqdT fagre |

1. Fqeza st fagr (Principle of clearty)—samaatfrs gw-
ared 71 9g A frgra evezar 1 fagnd § 1 wEwE weaEn 77 71 gy
gy @t | W% 9ge (Joseph Dhooher) ¥ wedt ¥ “fawmy ®Y
amid & fag e grams @ (Cleanty jn a getting across an
wea ss essential ) #REET TV EATIAT WA AT AT QAT Q1 A1 QY
FY Y gk | W qa ar A1 w9 ¥ ark § g stAany gy
wfgd gar Q@ FV A A9 A a7 o koafgy o 30 (Terry)
Ffmm swatw a7 1§ 5 eRm w ¥ gy @ (Sox @)
A g AT §, T T & far w0 qan i 'Y & sRan afgd o
FAT W FI AT WA AR TV AT T AF o1 WA 9y
ser FA o aeeg 3 9y el A AT Ay 1 Fag camnde
A ATt T (Lord Chester field) & o7 fawma & g Fram § fir
T wgeR Tt e oF fafeew @A wfgd fr g w el Wz
gfg avwr i W guay aqq wd T 0 ¥ W X @y v Ffay A
R AT A 9 1"

wifar awast 7 eqeEar 31 Frad e ot Sifed | sfaer ada
# afe 0 T AT 9 g Y § A 9% weweq £ g W
QR & | vy wear v awfrll F 9% w7 vl feafr T owom Wt
sreqeedT Iere g 9wt € ( g aAarer aSIRA F oawn § g
wT FT TARN FET =10

1. Before one can communicate effectively, he must clearly envirion and hnow
completely that which he is trying to pan on others ' George R Terry
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7. oqETRT w1 fEgr (Prnciple ot Attention) —F LT
@@mqﬁﬁﬁﬁmmwtmq—t‘«%\wa«%ﬂﬁm
Rrikikikoy o HTEAEEA B A 7 caAT S 1T A,
St =1 m%ﬁﬁﬁmwﬁﬁl o & ofad SR § S
ok gTE fER TS A9 wrfrﬁsﬁmzw‘ammfgilsa%
mfmaé:rﬁwiq\@ﬁmfzt,ﬁﬁﬁzqéﬂma-ﬁaﬁm
e W YT O WEE

3. gETeRsal @ fIE (Panaipte of Interat on)—CFEATA
21 g o @t 3 fr @A qEn gAT e ¥ A&
feit® sweAm T TR avs F T L afg o G A W
Forriy swtera fadt 9% Wiﬁn%a‘t T O e a1
ot TR AR A | e o< wre A feaar 71 S SE 8
SE | AT A T AW 1 ada A TaAT Siig F aRaar
e FT T S E ey TE 1WA Tt wTT 9L A H AT
g T A AT F A Figr s femd AEAET &
o1 S T e | e gg< (Joceph Dtoohar) & TamAr,
T AWY BT SR ®EA R fm g TTTTTEATY At €T F T@AT
wfaf @ wE @ 6 9 Fhafcit ¥ B &1 ft w ® @A
=g

3. setgaferar @ faera (Prnople of o formalits }—32
ﬁmﬁqm%ﬁsﬁmmﬁw &+ frir o e
Tty AT (Formal) RN FT ST TEea MY wR A
qfefeafadt & FOT AR wmad g ¥ fae, o o7
sg:ﬁma,wmmfﬁmw-wmwm
TATE @ wFA 1 g i gfs gL sy dr o 7
ﬁwﬁ@qﬁ?ﬂﬁﬁraﬁwﬁmrrﬁ{,wﬁhﬂrﬁ?mq
7T WAL | T T EEAT & | FATE, ST § AR qe
sz s fanfw 71 T =t

5. waaw wwEga T fagrew (Panciple of Durect Com-
umeation)—=z @F W £, TR AR ©1 ¥ TR =i 8
i s A L qEETaTER NI 5% wfas wores g1, &7 AT
e i Tt € At gt L T A A m A el T
ot el Y FTA TS F T A | S s OF & e
i g JEF@ ¥ wees TE T amios, ST E A
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worEdt aF g i it agd wfow gwr @ a1 g g9 8
FAAY st adw FTuged UG arar g afrad e Aw
AT ATX AR GFAAT Y | THA 9T FT Wged faega ff awed
AFTE |
6 a<tmw o1 fagrw (Principle of Consulting)—ae fagi=r
78 TgAT g fF wexw AT wfAw o A% waw i qd weafag e ¥
TR FAT AN | AR H qUA 9 X A% A7 fa=re A o
A # wRa F oufs Prard 9gF i @ oA w1 waes fAe W g0
TR & BT A FA YA A o0 a1 I @Rg F AndT 47 AN §
fregier qomel faa & 1 57 9T A-dar 71 FEAa FAT AT G A@T
g ol s ofcumwaey wen i oasd ararw 71 fate e g qar
Al wEAT § | g fagw o wrerar o wnanle & sl & s
FATy wifgy g ¥ wen s § 9 5 oy 9wy 7 9 (Not what
pople «re told but what they accept ) 1
7 AvEEERE A &1 fagra (Prnciple of Emotional Appeat)—
FRNATR ®1 ag fagra 9g a5 g & akwaw 91 gwaar 39
avaTRRs T a3 o frde a el § 1 v afdfeafaat ey s § swfr
=i aET s a1 T aY w9 g a9 99 7 a7
Fra® & w9 wvd e 7 € wing g AT AR i
a% w7 3fg FT W ot g &Y MfEd feg vEw SRR 9y 71 W
ATRFTa FI7 F1 AT G7qA FTACAMEY
8 faan-arg & @A w1 fegra (Principle of Knowledge of
subjeci-matter) ¥ 3T ATFAT T I3 AT AT H2AeT AT A F
a3@ A1 faor azg @ aEEeT o faeT a0 wAeT s g
AGF B AT F TAF TG T A A AAATY AT wwfgd | ofq S Wy
23 3 Frogaeg ¥ Ak § gat AEAd 8 7% a3 ML F-AT qir-
Foit g1 Y SN TS GTAT AT FOEIEN TE FT AFAT W AR Tre
TET TULHFT TG TATG ALY G230 1
9 magaar 71 fagra {Principle of Cousistency) —weat ZI<r
frar S A SAF FeSW AT G A og 37 e F weT & g
fed | 775 oft qekm qear A1 DA 07 w2 F faaita sgf A
gt =arfey | afz feedy fadw wfefeafad & Frow weay #1 Nfadt @@
37 ¥ ufrgs 3 fr om § S 3AF e R agy ¥ gt 5
frar qm wlEd
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10. Taiw@ T fagrm (Pomcple of Adequacy )—TATART T
rmaam%&mwﬁm%mwﬁmgﬁa@.
wﬁqmmw?ﬂ%wmﬁ@mﬁﬁa{d@m@
ma&aﬁr@ﬂ%lqﬁqﬂmmﬂw’n—zz%aﬁmﬁ%mi,ﬁﬁ
et SER AT TN AL, i faelt AFT AT T T A -
R qd qa fow AR AR Y oF fafrr *H T e
el

mm#ﬂmmzﬁmﬁwﬁwwmﬁ,
afmy A aEarE ey FY qaTeT AR STT T A0S AT
T ) B AT R ey Y ArcETer (frequency) TT S g
ﬁwnmwsmzlﬁwmﬁmqtmﬁmm
ﬁnmﬁmﬁﬁiaﬁm&tmﬁ:m wTAAT, AT O ST
& o e s A 1

11 ARAEEAW T fggrs (Ponciple of Trmehness)— =T
3 R B AT AW maﬁzﬁtwwwaﬁrﬁmw
s W 9% AR ST g e A AT W TR S
mm%\ﬁmmwﬁm;——mﬂﬁhn wEed ERTE
mﬁﬁ%m«‘mammwmﬁmwmgmmﬁ;ﬁ
ﬂmﬁﬁh—@ﬂa‘ranmﬁmgl

12. R TR A fagra (Praiple of Sound Leadership)—
ﬁmmfﬁﬁammm{‘maﬁinﬁﬂﬂwm
am X vET =g q St R iy e frw it g e
qm g g arT fza T AR TR AT AT E L T
qﬁ:ﬁﬁmmmmmﬁmﬁﬁimzwﬁimma@
zmmmﬁfﬁmaﬁtzmsﬁmaﬁ{&mm
AR E N

13. Wy WA T fagra (Panaiple of Good histenng)—AzT-
qER T W:ﬂmmm(h tening capacity) 9 (< wE
znaﬁ(amﬂﬁﬁ%lﬁﬁmﬁﬁﬂ%%mm
mqa%ﬂaﬁfﬁrﬁmﬁmzmmﬁm AT T A AT
mﬁg@m%mﬁnw@mqaﬁw AT A I T #T
0 wE T ArT i e Sl a9 T ST TR T
"y @ = A AR it S T S TR S e

:ﬁaﬁmmmﬂﬁifrﬁfﬁﬁ‘ﬁmﬂw £re T A T
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A1 GAFY GHENT BT AT T3 &1 amar § 1A oft ey e a1 S
TUAdr framre | wv aaw ¥ aqr @ afafd @ weay Avw A
stk | g A gAY 9 El wE A feafa Qe § v frd
mA T arg s faagw @3y T afamacd fur g 1 gad mE W
aw &Y s fig e ol ¥ agh @ an @iy

14 s & fag (Prnuple of Flenbihty) ~&=3aaigd
vty v gy A0fgd, AR 3R widsy 47 AEEaTAraT e faar «r
a¥ ) freg 57 @ena W wg 417 wae s i <oy wfgy fr AR
wfafers 480 g wied | wiifas q-dan 1 g 0 wd qamr at TEar
& v feft oft wear & foor arage fog A @ asar §

15 wfaghz w7 fagra (Princ ple »[ Teedbach)—ag frsr
az qAtT 2 fF ger 9% sFlem 31 917 49 3R a1 Y HaT e
arfed 1 A 3 4w & aor orfrat wgd ot T e e g fran
FUATAT Y FA AT H AT F L6 § AT A (AT AT AT
T TAF0 AAAR PR SrAr Sy YA o awr gy garana i
s3aE ~Y T shem ga T aii

SAIAWA GLAIIZA T MIWAF AT

T TTIET R AR FeEA ATl 9 ot v 3@ 7

fFar wrdt g1 afz sreat gz sfema war g% g0 § A wREawRd
o9 R0 | A WS WA QA GA 940 a99 9919 qasar aAr

wfge o gy AW vA o9 § agema T wa & safeew fmar
qalfrana (A nericta Munagement Asssc won) ¥ TEAAET F &
ATATEF GFF HA T H AR g A o WA ¥ —
R W A qF fa=mr ¥ ooz w7 AL

1

2 VFHF GRS ¥ YT IE 5 F AT SR |

3 EERTAER W ARG AT 07 qEfE qata e sy e T
R utcl]

4 FWETTRIGT K ATESOAT AW ATAr ¥ HY el Ew
Euical

5 AT AT ARG AT TV AT TOAC A7 =Ty AT T v
=ifen

6 FARAFAT 4T 9T TAAITRA ALT WeaweHs ¥ frw van
wargar ¥ fav off @ar wifgr )



€
-3

7w ¥ R T g g

§. TETATET W ¥ qe-Avs sTaey & fqe o S Ay e

9 GRTARA & AR & FT g T |

10. SU FT ey sTAT £ J0E0 1

&% foae avt and TEwtee (Franh Focher and Cnarles
Redfield)sfy &5 71 & ff 9e3angd § 3 WIAs AT A 3757
frt g gd a7 Pl s anm F faoet =1 T A=A & f=
TIAAT O g AT ¥ §—

{. w3wgd & oF fawe won (Think Beture Communica
tne) —Eang ¥ d foa s wft saeE 2 aRmER A
ot ¥ e e FEN &) S ot o S Awr ST g
2% gua oF fm W3 Ay i B Bel s e @ fy v 2w
o fedt W @30 & Suw ¥ @ fFaT 7 AEEAT R T A E
f Prgr =afts 218 W a7 T3 8 18 OF AW ST {09 wIe AT
sy =it $r; WY 477 939 § 9gS OF oW 4197 §) 97 59% ¥IIT
SR ST T I § 5 o7 < fawe w7 0 swraw g faew
ST & LA AT 7 &9 gy v @ 1 &4 (Teey ) 3 fmw v
Fey ¥ 3w @ vadw Yl X wgd 9 (e ) sl gg e
2 wrer €9 & frare #oar gy quiew & sy i ot

2. 99 & Tt @t fRutaw &eAT iz (Determ az Ob 2c-
tives of Communicaton)—#3T % §95 ¥ ¢F U7 §OF 77 77477 ¥
ST FEE T § TG FAT GET | T AEAAET F A T e
= &7 Afal @l §, A 9t WOl § w9t ol AR b 1
Franar =1 STfad qxar § ? ST Af fAfivT am Ty awd v
ey gy Wi 77 fawife few s o

3. w3 S Tafs 2w ¥ e Tl (Koow Yoor Audience)—
RN & OO ¥ g% GRNAT ATy 301k 5y dverw, =7, oy qur
F e WA Wil LW av A Sfrf S dwen owgar @
Fou e 1 SRR S mmT TRt annisR A3 faw vy
STYTHT WHE §F 91 S0 T3 91T )

4. w7 BIER & et AT sl (Consuit with Othens)—
o w5 F 490 § f 7 safnd 3 et sl s yas

1, Before one can communscate effceti ely, he must clealy cavsion zad karw
completely that which he 13 trv1ng to pas oa to others Georse R, Terry.
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freaat £1 7 @t T 41 a8 TAT A A AN A @0 4w § 4 G
Ty ARSHT ¥ avTey W gAT ¥ wsafy Ay o &% 4 vy Fgrwardvaaw
Tran 3w wwfa B wEmmy A TETd eUd gaR WETEqW
faardt & s T afud SWEAET g s gaar § ) gy wfafes
A ¥ wae F P # o agrar wew §id &)

5 weaw 1 FA (Select Your Med}—w-dw &7 fawa oy
&aTT &Y 9T 9% zaT wam & P10 qreaw Y smwg@aar g § o /R
Fyrar a9 | Ay 9w 7 g9F 9vIed v graar ofgq ) e ¥ 99T
Qo & w9 w797 413 07 = R ) ferfy ww wga oY dma Awaw A1
A AT A

6 Wt ga &« (Tone and Linguage)— aw2a 3t wrar wfafq
iy dwme F wpane & gFl g o+ dfafa form w1 A wmar & 99
FHY WTGT BT AAWC FAT AR | 6 {04 § 9OF F A Ay as
SqF qRT F I9E ¥ 35 77N E 1 oww T W qd ada ¥ owpne
B oY, &t qav g iy Sfee 1 RF qEt w5 A 8 A=A e
faadr T wAfaw g1 0 7€ are v gt ¢ fr Sux ma weger i vy
=l AT A Y § (R ¥ ey oad Al guwA ) 5E awe fadt
F gAgar ATt R | W AT T e wRAr Wifge frowda war 4
gl AT & 1 T 9 Adw agwm § 7 frowwan

7. wiw 3% waw By o wfe® (Timely)—a=a adifar amg
a ifaa s AT § R Sy o T A e wn
v sfaw § | Tok waam &) emear ko qure g g A @Ay
et 3% T T AT FT AA A GAr &

8 wgaaa (Follow-up) &vdr ¥ #77 T ar w=nfaar 7 s
ARG FT AT EAT ot wfaaed &1 frer @ qw admEEa
Rt Y <@ & ) 9T GewnTT Qar wmaww § ) afs wiaanaT 4T awrg
T2 § wwat § Awat sfvgr wara a8 @ v §, @ 9T T a1 s
T Afaaw g1 T § e afcgnrass dargar &1 afs s oa o
g firar aan & & dmr a7 77 qarg @ Mo

9, wiaem ¥ st e § vaAr <y (Look for Tomorrew)~
wya7 T 9517 977 Frat ¥ gRall §16% dvaar &, &7 of 997 a3y
argt i oy wfasa oy wfefatad a1 adwrt afefeafadt % awmswa frzrn
arfgu 1 fefea (Kilhan) & srqarr “qdaamga 71 98 @ o six =a
(i g W) FAt {fafga @\ vdvevgm W T oA @ A
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@ & fog At R, Tty gEE AW A eRemt ® @ amfaa
Afe wiven ¥ gad e, gae o TR R ww s Ay A
e & @ o A 3R wlgm e

10, ‘w23 ¥ %A1 WA 3fw w1 90w A Afgm (Otey the
seying ‘Example 1» better than p ecept }—~¥7uF &1 T 794 §31
F AT F AR W SET T A, w9 wgr § s
AT’ wfe =T T T e wiEe | O s g wen 2t
T fady TRt ¥ AR W FE ¥ e a3 3 ¥ gy 9 '@y 0
= frEa & mea @ F Fr il | Y R wiE qwEnEt &
sraT &y whuerd sAEtel ¥ fooug wed (Modle) aw wmv R
oy FHTIE | FEATEN 3 GRT W (G370 1 Qaww g

11, €30 Saw w0 seey S At g (Conmunicant must
e a good Listener) —g=3Tazs 21 STy a9 ¥ fag dow Ty
OF TR AT QT [MRA L FAAIT GRT W QAT FRQARA fg-anita
gRmaa (Two-way Communicauon) § 1 §8fC &3 A9 & wma-
ary gy A o 5 g ) R TrFE AT IR F R F EIWm N
agl gran § wale 99 ¢ e gl At §, & w0 7 S 9 @ WA
£ 1 wafoer e qatfadr@ (Amencan Management Association)
71 g § fr “waE ¥ gAY OOTTRE, qea S5 qv favew wen
217 {Listening 15 one of the most important, most difficult and
most neglected skl m ation,) |\ W FRT FT IAETRA
o & fog a3 37 sfafrar 8 em 3 57 o S wlgm)

12, SEEE! ¢S] T & 753 7y w=" (Good relations
between Management erd Employe’s)—qm § faaz (F E Fischer)
T OgAE, “mey A3vAgR faa g wTm & awag #f ey
& V"L g F1 AWIEY FAIT &Y YAUE O 97 wHard A & frare
ng A g aifEd, o 3N R e @ avt ), Py o=
A o v ¥ Wi wift qw sty qdwr ¥ oo B o
T §)

13 wiwagd &t wad wfear @1 (Contmuons Process)e—
TN A N AT 7 P SR Wiy 1wt oy sy

1 “Aim Commmunication at thmorrow as wellat today  Although 1t may
focus pnimanily on today’s problem, 1t should plant the seeds of constant
growth and ymprovement and mummize futurs problems Ray A Kaillian,
“«Comunicatlon grows kest 1 a chmate of truit and confidence”—F,
Frscher
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FRART AT AT AT W9 vq @ g @At wrfge | ovw fage
Y @t frr g— swiEmel wFvaga wdaw g wigy v fgran
£@ mo frelt 3w foiw & faw agh) (Commumication to be effect
ve 11ust b re pectve  d 1t sporad ¢ or adh(c)

14 =2 (Co op 1 ton)—x garqigT 7 wa% van sfafy &
5o AN vF AIUTET VAT B0 ¢ ) dEyd {aques) 7 @ faur
Fagad g7aso g agwmgy £ sewrerdraan agwaes & afear
Fwnamdl R s § 1 g9 ruerd) o3 wIUEF ower
meg g g7E vy aAbar 90 wafr g mifgny Afy wew oW
quF A FT AT T 97T 9fafT @y sty ava 9 g Qe A g
Fam* A =T A4 Ol mq EF1 qeEel geT ug osfuft ¥
FEXURT AT ARATH T F797 21 @ =7 quEQAr et A0

aaga sirar
(T4 ¢ Pro cess of Techmgue Communicationd

FETArA Y aftamTn & w g & evee § fr aeaneT o
afFar & 1 #g afFar 497 9 7 A @A g Ay atEE daT
SFNAAT AT T AT AT ZA x0T S 7 widt g afF gt fao
ox HeLW S T FTA A E ae afrar faw mmeman 1 fifad
AT 31—

| A= J9F T

CoHET

R

4 FIT O TN

> wfrfxar

fax d—a=samT afrm
1 RIAIER FAY QM (The Commun cant)—a-gar gfrar
srerd F & AU ®9997 T2 27 ary & mewrar g 2 g

Theeffe t eness of & ommu  a on system depends on the qual ¢
o1 e relat on b ps between the pe ple n clved Ell of - Jaques < 0 O °
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YAk AT AW H ARONT sfrr T sty wreard g0 8
g‘ﬁ"réluawiwé:rsrzﬁ T AT AT TR
4. wAT (Messupe)—ARTIA s 1 FEH REAq AT E

T=_a | ﬁﬂ%ﬂiﬁmmﬁgm’{,maz g3 R ¥ g TR
Sarc wem 3 1 g waw AT, R foite, v, Ferer mifs e
sy g I .

3. wrean (Medra)——TT TR ST ATAT AR FATCTL FAE,
a‘tﬁwaéﬁﬁaﬁ%mm%waﬁmm‘tg fw ag frt
e w3q w2 faf sifar waar aafa® Gl & wwTC
% oorers & fel A eI o gd R o AEAT R &g SR
Tt wgf o fag T, f TiRET ATeER A7 A @O s
S 87

4. sEnwraeat (The Auduence)—TT I TAT AT AT
ST & Ares em:ﬁram%m%,a’mrﬁwérﬁﬁwwﬁwm
Srwdt aF @A D fae dre T a7 we TAT ATAFRAL B I
agaarE ﬁ%ﬂmm’raam—ﬁsg‘m% fo% T AT WA A
FER qgeTL awEaT o wrahal W@ @l B ATAT Y T
vrﬁmﬂqzqasﬁ@mzn .

5. st (Reaction)—3afy w3 HTEEAL Y qRT A S,
ot g AT T EEAT & fip waTaET St U 4 T § feg -
mﬁﬁmamaﬁrwgﬁﬁzlmﬁq%:rﬂxréirmsrmmr
% o o1 § AT, PR E A St AT ATARAT | T AE
I ggwaTgs wbrm AT o g AT T, SafE Aza & wfatran =7
o GRS Ao AT WY AN

< ST AETATER @ afafrE 9% 3T AKT A6 FY GFT AV
g A e @ s § R o aegay wfeaw & 9 fre)
= ¥ Hady WA

FRrmags stxm & @
{Elements of Communication Process)

e ¥ GRRGETE AEAT Y W w2 F1 uF 7R @l a7
qiﬂﬁ{%m?ﬁf’ﬂfﬂ!ﬁﬁ-ﬁﬂfﬁﬁﬁmfﬂﬁ?ﬁﬁiﬁﬁqiﬂ
ﬂmm%mmzmﬁww%mﬂmq&ﬁwwwﬁr
fawia a3TETE XPE = e g o &t B s A
ff GIOEREA | IO T ATE {Information and Understanding)
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Y& aedr T @Ar mEAwT €1 g§ g Yaa (Lows A Allen) 7
o g wnits geraangd afrar A s wqo fafe qarar @ g fr
07 717 a-T (Four clements)  farra (1) &7 (Ast ng), (v) 30
Jddbng), (0} #aar (Ltenag), @ (iv) 7 (Usderstandog)
afeafaq 1

s g7 & 37 fagrd @ gey (Lawrence Appley) o
agtarT afFan F aw awg T g —

1 fa=e g3 GHEAT a1 TRAFTT

2 gaen & frarw v feear v

3 faarer s fRan #y qesaay

4 FRedt & FATT T a7 g7 34 AT q4T

5 T TAETAAC TG 217

A gerTArgT fafa & aoq o fre ¥ faaar A0SR~

1t a1 @A (Clan fving 1teas)— tagr (Randall)
F AT ¢ ST RITATRT T Nreen fuendy ¥ @ar 217 (The begre
1n ng of all communication isan daa ) g IAAET qFIF &F I
¥ afeg T frar 1 FRAT AT a7 fr T vy wwd A M Eree A
1 e EvE @AW R SAT sfa e i ofaw wnaw g fadrd
VT AT FT R ST ANCA w3 ag ot may § fr daw
=« frar ¥ wra v sfem 0 g gar wf e s & wera T
GIEAF TUW R AMHT AV E | ary fz3 (John Dewey) ¥ gar ¥

amA N O T AW TAr 1 wwemm w oway KA g

(A problem well stated + & If o vq )y gt g7 fasra ¥ e
FWAT AT 1

2 fgERId (Part put n) —terrrry mraaTT T AT @A
THATGT 5 AT G171 07 17 ooy e+ fre (Fascher)
7 TAT F & AT IE I TAT ¥

() =t fR oz & fawr @ erdran @A o
FEEL

() ST & T mar e F orfer o St
e ¥ frarey W gg M R awy £

(1) e ¥ ITET ezt 77 oy Fr Fraedy 91w w7 ~7
¥ gawmEr g
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e g, fn REnd A fag o frir & =fis 5@ @@ T
% 8 ey wiwfar 71 wiEe gy afwsar (Motnation)
frerlt 1

3. ¥om  (Transmission)—a=aargy fafs o1 zwar s
e ar Suw g, WAl g 9 sbwdn 31 W 9 §, o 5 e
¥ ofikfiys T8y T9F fag Sus ar fae oaen @7 fetar w1 Fm
rig—

(1) s sfarrmr §°

(n) R s ser g ?

() Sexr 7Y ofaaw fafy %7

A% fafay, Aes o7 wivfs o 8 S s oaw i
forfam g Wifa® @i & 9 @’ (Four €3) walq asiv @w
(Clear), qif {Complete), fersr {Concusc), a7 &k (Correct) G
A | ey TR e § 9 aEf A o e & e et 4
% IE 7 ¥R 5T 99w & o g

A g (Motnva 18) gETZT A 3@ gEw (Under
standing) ST & FIK TG § L G ¥ @Y WG 43T | qF GHar T
&, ot sifafr & So¥ AR T AT BT o9 AT A& 1 afy i
W ICATE SR T ST &, QY WA T A T ARE WA | SHGm
Ty awg w1 eam @ Ay fRoSfw B wyer € e g
TN TEAT I IREA-REA 7 g A

5. qeawa (Evaluation)—ug aeistargd fafa &1 sifaw avar g
78 F3I% Fi9ar a4 $ weier Sfaa w9 5 929w 91 999§ O o
SEIC TAPT ¥ R I O T AT IHT § 1 AR oy §
A T FYH 4G ARA FNMA TN AR B aSay T dn
SWITTTET TRT § WAAT ALY 1 AY AT TG L, &Y I whaaAy
VAT AT AT HAT TR, o w0 CAT AT 2 | wederarEe &

SR T Geaian SRR a9y, wrtefa, Faaanst aar sy
raf ey g1 fFT S A E L
AR TR TG

(Cordination & Comnurication)
AT 67 & e & a1 W 1 e g o
T T A OF WEEAT WAYE I AW W AQn § | ey gw
fafe Y g &, Faedt flt st & amgfier, = ) Frdh o e e 9
ot &, @7 T ¥ fE ST 8 ) SRS e S § Sevrar tawew
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gz afrm g fany FFT R ST A wded 3 anfys vl
frfam aar & w7 avarT 375 #7 9fF 37 #Tdf § qeedar arrg 't
wrgfer o w o fasa a1 fafaa faart w24 fawr § fRaw
Fv fxar AmT & A4T q@F ATg AY FF vafawn ¥ ater smr 0 {ar
—of fafedrrem 3 =TAt F e fan v £ feeg afr fafea -
sufrt vy feramar & 791 1 qEI ARAT T @ A @y afeTH w -
T AT ALY P qrAT § AT At & s et 2 ot wer A PR oam
J7AT g | WA gaF /ENFT o477 (Vertical HITA7IT (Honzmmli
FHER AEAAT & | QAN gww (Donald I cloush) ¥ sf & Fgr
7 fR arran wala g & fafera fae & i 21 fodt us s
wWm s af ¥ 2 ox ga ¥ ste fmriln wdoags o feitd,
Y gaUE qar wRE A, At T I0H 9SS NAYH T4T AR
T T gEAR F AW N A
Frfan aERe W WOrIT r7 BN T 3N Foox e
F+37 3 fafqq f@amr oq safgson & faws sx R @ waanar
~z & fr 33T 27 fafaedtyan 1 90 § 9 sers avd F1 R e
At 7 faae 77 fomn T g fa gaT guF o e @ 1 | g
JIF FRATCAL F F79F @ A= F I wr A7 Wi ¥ Anfea @ aufEr
FTA AATE 177 R{IT R ALTIART AT AGEAGT AT AL T
TIAT AT IR F O fAAT AmEargAl ¥ 97 w1 g wAwa @ A ard
7 % 7 i A am w7 3 FavaT @ wavaw wn w auwfen
FaaE vE frT af wy wifr qur AwgARg qv oad Tl AT
A7TET 17 {0 F9A 7247 Fifza | TAT OT0 G AT
FraTaTAE L T A vF sryandy #Y aepaangAl & anaw |
T HAFAT AT ST A0 qrEEr A0 Jams aly ® @i qaead
=4TfAq FIH FT O AIAT A0 |
ARG T {0 947 FRAAEAT FY AIHFAT T | T2 a=T
1@ Y 471 ;7 (Downward) F17 & 5ot #4241 ¥ wparfvan S nmeeT
frza anfe faor Som & #1710 ST @0 T4T w7 A9 AvgF fawAT
ifs & T A9y aa w I oAwA frwr war g e g
T FIATET &I AT A (upward) Y FH ¥ faamw sEspiar AT
afgfafgmr arr 1 sdv &1 zay wfAfer waafan 1 amemmn o3
1 Coord nation 15 th ¢ process whereby anlexceuts e deselopes an orderly

patterns ot group etforfs among h s sul ord nates and secures unity of action
1nthe persutt o acomm npurjoe D E Mc barland
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Fey w1 of 3fea gearea vk wen v AakAT i s e
£ TRRTATER @ TANE, TG @ A & WA AT FH FT
oFAT T ¢ 1 T A o fafm gw R (Wil am H Nawman)
& faeT ST W W F, st v s fafwr fommt w1 e
T § g 99 (0t 91 AT & ey A areer fieg waar
PrgaY G AT RTE AT AT 7wt A g wwar '
ReAd & IFIT 0T GAWATET

g F R v fraF e

1 sl 0@ a1 937
(interna) and External Coordinatoin}
1l #esaq @ Aqd §avad
(Vertical & Honizonal Coor Cinsticn)

7 eH %9 fafaw A ¥ A § 9IAIMT § AGF I €TOT
g —
wrafeT a7eTT 0F RADAET 2

*T @& & wen & fafog faawn, gufawer, @ od v
AT ¥ qreRe Ay W 9 A awriey Awew g g
F71 fr s AT ST aFi € 5 9 S S F 30 A OF AR R
s faram oF e 1 AR waw o ¥ fan quEems aaer
QT e § T Wy fewt g sefaRmr & sl & s A1
sy FON AT § | WE Ay aa ex ¥ adw, frin od g
g X ot difas, fafew or aRfEr sr R @ ot €0 ¥ e
i &w & o @GR § A AAWANE WY A A | ¥ &7 qeaw
771 ¢ fs 0 waT Tfig S0 % foy owowigr wrIws E, IR Y
frfr o =1 % &, of 7w ¥ Sl w1 wfwwew an & g e
ST ETAT § | 99, wEREl iz frey § 5 afesaw sonza ad
s e s et g, w3tE e 9 S g anfer e oy A
st o ol wn welE e Y wn freee T AR ovmte e
TSR YR FREN

e ¥ Wy foo € C9en avee ¥ frg sereifs wRa-
FEAr 3 AR &, Py e AR v A e R e

1 ¢ Since d 15 with of seperate actixities
1 can be o better than tran fer of wmformation about these activities to
some common point or paints, where the doyetailing tapes place’ Walliam
H Newman Admimistrative Actien’ p 397 %
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T AT A are fraomer i ¥ ey ateAriT o s
qfTa 7 g T O AT w9 IT weyr s YA S arT 0
T w1 artFE fFgRT e q winike aggy
drmifer frar i 7T afer 1 oqamm s ¥ weafr oW w6
v g wr AT T A 3P e oAt P § awar afufar
=rer oy A frAy [ AT E AT ST g I ¥ . = AwT
o7 T AT erdTTm vow g ) awe afaft v afuft owf
7 afFer arTAwras 0 rnfer gy kA & S grarwT gw an
Ty ATAA £

7 3T s T T T sog 0y qae afafat anglet
o Trwfear TYanr YA v g maw swafa Y ene
#y o Awara w oAt <4 arT g3 ax frer g d o gTv
sfef 7 wmam g fwogy cqrwer ogafy v pPrfay wifaw
fFyrs arT ¢ aerT fmRrt garY qfod f ey ey @ T
azqr At Tafar og YT 71 fITIM prwr @1 WITTT AWaE 3
atwfrreay {2710 AvIAr e AW 3y ¥ o awafay e Y
afaft aw® v & 0w afda T v wer fowen o maf ey e
TATAT TEA U w4 fray awen T gz aw fafre
av aq afafr ar fyaz fra e Vqr o weaber A 10
wYaifea @ g@EA AT A feg weer 2
Y WA AT UF FIWAGA

AT AT A A A0, T T m a4 frar g oIy
AT ITEA N T RIML g (g AwrT axar il 1o
aEgr Y AT @ AwfIT Tew T awan ¢ W arT anat
et T B af e a7 3900 %) g 3T 98 10 9T 70 aram
mAagy garT N wAF omIn T fivma oy ‘T“((“T TAR 0T 88
arré e voga? araarra frar Tty ve v g fawgr ey
Y art orTEt o A ¢ fveoaestmr Y g ot
i g

1 It @ OT ggArat 1Y wvarvsar o £l T
T T AT g 4 TIIT WA ST FT AHA AW 9T ATERT T
T AT T FET AT TT T AT A7 fawT a3 A7 WAy
g AT 97 AT Y W 0T 3;|Er w7 W awei
7RI @ 6 ) 9F AT FTT VOEArEY AT T WArT ® W ¢
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el T 3 WAAW TN g, e 1 ¥ waar sefovd wv A
=t g o |

2. wey wEEias wria-—oF =Eed 57 ey emadtiae
TVEE B wey ot AR el S QR 8 1 epraehrr vt
whygt N @ ARl g T g T I g dvaT i
{Coarrb natians) F AT 0 ofF AT FRar 191 2 3 oor fag
HAT T T TRVIAT F WX GIAQTS T WL T30 477877 2

3. T WA TN § AFAG—ARET oxaamy o qGETT
AT AT MG &) W ¥ F909, T g ETAE gET Y
AR FTAC TN & § KT AT AN, ST 77777 @F faaby Avar
e @ il cTEEE A SET ARAT AN € i qaiian ady § )
o TRy FY ¥ IR ¥ WA O AT IR ST O e
T ¥ G Toww QU wRET ) I8 W & mwv 67 § v
X STAEEY & T 9347 FT AT SR EET

5. wmra—yafy @Y ST TS & Tarw o7 Fawng e ¥
R WY g ® on fafez 39703 & T § GO @l T 0 arwany
A FT WA A AT AW FQT € T gn A fmirom
HGFG § HATC SARA T FaaTq FLaT § | 7w & fafira st
N HW T ATET AW AT IOOIA BT AW QH GRIT F AT
TWIEA

5, wRA iR —aAEE I JtE 3N § ) faad fa wheke
TAF Ay MR F &1 e v B 9y o wv ¥ ofkngw
Aarg A ww amemdr & mafts sheairs ae ¥ ey o=
g ofd A ¥ MW @A A0 | s g am wewh &
e qaE WIAAIEH W OANTNE €% W@, T fer ¥ aperqe
TWEL
SERE WD QF VAR —

T A ¥ A T e ¥ sy {Downward)
AR ¥ R (Upward) & aelt & amemm ¥ § 1 gogm, wener
$AUF, ITAIHF, GGEF GANF, ¥ T ¥ Wheqw o evFaq guenr
FFOE | AT GTAT F RGN T NGO w1 wfas sy
B 1 hE I N ST AN 9 AT A wwaw iy v, fraa,
72 AW, A-1aes, I fakat (Proceduces) ward wnifx wread wawT
AW WO 1 A F SR s maar & fry ond sfenes, wod,
T, G, R MR AW Y = Tre T gwaw ¥ v
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fg wrurE AEwATe (Two way Con munncition) ¥ € 18 9 € 1
HRAT WHEEE QF AITAEA

fafredyrvm i gn ¥ ox aear ¥ fra ) fawn o 39 Craw
w3 wa fafrs fawmr & fawmewsr antr w@v T @@ T
faapEIsTeT ¥ qEr gA-3d 47 OWAT 13T TEH & | 9Igd, A,
favm fag Ay s fawmn & Wor wNTR AT §RGH G TER L

o fafax franr & faarmreaar & qex aqrzaTZA 7 ARE-
q2 ENT1 Y TR 8 1 Afz oAT A A AT gy & Sgedn a1 S T
fomt A ATTIE Y AT AF AT vy sdgaifa o & e a1
AET SR AT E TR0 Qe T G0 T ARAT W OOG AT
agTaTEA €1 afaT witr 7 @1 3

T IR EE 2 T waIy 03 FINGER R T aerd §
M1 safean Aze@TET ¥ ARIT AFAT TE A

man & fag sva

| eg@Emfad Az 91 ag AawR g ?oaslw ees 91 e fe
fafaq wat o gdwr grar ¢ ?
What do understind by business commumicition ? In what
variety of senses the word communication 1s usually used ?

2 swmd sk A osmafuat A @ e fadm ke
T ST AT AN 7 TET AT G0
f Admnmstration 15 stmply a series  of communi ated
processes  Discuss th's statement and deseribe the relation
ship thit subsists between Admunistration and Communt
ction

3 wMfRF g w A9 werfar g qar gar s g & ? afrear
AAATT |
Why 1s commumeation becoming very much escential in
modern age 7 Explain 1n deta |

4 wER A faaeand agTem
Describe the charactetistics of commutic wion

5 | T Hg™ 9T 4T 1Ay o
Explain the Importance of Communication

6 HEITAYT WHFTA } GGIL AT G0 § ? @130y wqce NfHT )
Explain the refation between communication and co ordination
with suitable 1 lustrations N
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7 9= AR ¥ fagre aaeen
Describe the princtples of a sound <ystem of commumertion,
§ =Tamifas AT 9t sfoorar Sifsg a3 anfE aEsw
TR & AgeT % faEwa S
Define Busmness Communication and d scuss s importance 1o
medern business
{Ray 20d Yr TD C Com, 1971 and 1975)
9, mrfas araa® ¥ gEQE & Hged & qard |
Asyess the smportance of C tion 1m modern b .
(Ray 2nd Yr T D C Com 1970)
s smfr e & @nvenfar i’ @1 9gw R T s
FFFT )
Narrate the maia charactenstics of *Business Communtcation”
1n modern world

(Rag 2nd Yr T D C Com 1969 Supp )
11 UF T GR9ETE SFAOT 30T a9
Describe a Suntable Commun cation Process
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HIMATFA T THIR
(Types of Communication)

“The ffectiveness of the manager's job will sigmficantly
depend on his abilicy to commuuicate, o his ability to transfer
knowledge and understanding ~—Theo Haimann

sqrEATfEE aeaaEgs 81 e anl ¥ fawe frar s grar d—
1 wfrr frfor swefar an e AR aaEs |
{Verbal, Wi tten and Gesturil Communicition)
Soaifer vy afanfry 7 graET )
(Form1t 1nd Informal Commun cition)
3 FEIHT FHATHY 0T T FRAAET |

{Downwird, Upwird ind Horizontal Commun citton)
4 mAfry o3 I AErATEY

(Internd and External Communicition)

8

1. wifaw, fafar gag awfan oFamga
(Verbal, Wnitten and Gestural Communication)
(1) witfas wvanag
(¥ erbal Commumeation
FA eI WA AT FIA T Q21 7T /G T gSq00707 777 92T
sfg W A Y 7 TR AN WMAT ARITET 7Y £ A
FIATATER AR AT A ITIET AT AN | T &7t 3 Af7g
Fazr ARe Qe (Lawrence Applev) 1 77 & fir “sitfar st gra
qreafes WAMARA, AIWAEA Fadled wew § 17 (Interporsonn)
communication through the spoken words 1 the htahest et of
communication) g TAT gEl (Wylie and [hrty) ¥ qrear afet
T areadrzd A% AEAT T ATIC #jer 77 §—Hgoetrica w7 w2W-
agA &Y wdtew faf &, *0fe sod ada (Gestures) qur et = €@
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TR EI 3, W E) E T s W w0z -
o HifGw AT AW AeEAl T A afrs AERITE AW ST
§osEn wfa = fglerdy (Participation) X WITAT FT ATATT
frreat § QAT ST WEI ¥ WAAr o 2T § | Hifaw aednangd
et & et ¥ GRT WOAeT A1 WA @ e g

s s AT O 8, S Sifew aadrE 18
wi Fex ¥ fawaEal, A AEET, WEETE NG T EH
Fifan wiTETES O €Y awar § | difas Rt H AT T T
st feaT ST &, S |, i, A, e, T,
@R |

wifas arRmAET T AAEFAT §F FERR
(The Need and Importance of QOral Communication)

Ty TR & fafad o Avefas Aver ft swew §, feg
A qeRaETE W AT g ¥ it wger ¢ ffe agwEm
Fwa wg TH L grwm § fr wmenw st awdstangd ¥ S wma
T §, gear FmE AW 75% wRG AES TR A g
ke § B AT SRTAIRAL F SAEANE S6t H wealw ags
% | T TG Hy e g

1. ¥ (Leadership)—7T § X% €1 79 FH 21 I
& fow FRGATE SATAT & Agg TV G N TN wRai ) Agd &
ERT € qg FEAHE AT AT A I N TTEIEg ST
Tyg & afl f 19 AT FTET @ T AE Tl ¥ wifaw aee-
g F wAAEA w= { &

2. wrmAr (Recognition) —a® =3k WO HINET WEEAT
&Y THET OTE AT £ | ATRAET AT A AT FEAAOGACHY G qEW 1
I FCAT AT &, W AR SRR T AR e

3. fgErd (Parucipation)— T T g7 ¥y waed
(Participative Management} 77 77 gvwm o ngegd fa fra
ot &, 9t fae wel acedn @1 Mz AT Q= § o wwn wifaw w1
& g mRAe T WA g €

1. Thespoken word1sa highly efficient method of communication, because

\ can be accompanicd by gestures and voice nfections as well ay

* Harry Viyhe an |

by the of 1 >
James Hacty  Office Management Handbooh p 181



4. g & (Consultation)—a UF surgaifyw dear ¥
TRrT Ageay fraw O ¥ g weafraa sxfeelt ¥ oo @O WEAwE
&t war & 30E & wvafag enfe Ao G2 4 fadas € & o ¥ faw
T ¥ s AWIE AR A &4 fades wat @y wafr fafas =
At & g 8, fheg SER AN T AvE F IRy WA, §E aqgA
ot & wfiF 99w FW )

5, afrwr waE@sE (Delegation of  Authorty)—anifaa
JEEETOT IOET & TR W A A ;@ § A e gfy A
2\ W Y 3R w GUTAT geaT g, oY Faw fafea wEw e § @
2 dlat st & v F1 s v & frovad & fag a7 wEl
¥ T &7 & ol FRA I FAEAT @ WE@EWT [T § I4T ;-
g O AEE T W 83 9ey 3w § 5 wifes gRuangT F
FA &, 35 G WAL AFHX GHE FE grar o

6 wgdm (Cooperation)—aqaamd #\ AGwAT  FwaTEy F
A} g 97 f5dT F gy sHAfa & gy sz difer
AITATE FT T 9 AT gL |

7 Frmefamat @< (Counseling}—77 %7y § gaaal Wiy
v & fag s=afamfray Y 993 wiaed ¥ a1g daax oy faar-
frmd wAn AT 8, Wt wtfas adaasn o fdT

8 fmim A (Decision-m king)—wr=g fris & fag qwr
3ART AT 997 & AiET I T, FIG AT | @i gy
&7 T watT T g

o sy waratm ¥ famfm B fa¥ (To Develop Gond
Climate)—AT ¥a7SF R TN G717 T 759 @@ 9% i
FN G L AA AT WY AT FAAEATF wnfewrn @ qgfgr fz awedy
& aedt § st WDfar e & Y wedal a1 Aanm-new @A )

A AW TTEE 2 MFAF wEqATE, 0T qEes weew g )
sa¥ fag g ady 78 fr DT sdaaem wi-1 w1 gRa E oAy s
s T g
wifus duag & argey 9 s A
(Reguisites for Cffective Verbal Cinmunication)

1 ez SeFR@ (Clear Pronounciation}—swifas adwmErgt
K14 I I RAEET §t 5 § 5 JoF ez &7 & apedt w7 gIA0T
44 FT GFT Y | 97 I9F T, T 747 E8Y A v oyFw §F frar-
g1 AF wran §, QY Al F IS weTer WA g 0 mfaw ke
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FHET YW W ST TENT wNE A iuag W d i
TETHT G SFT T35 F1 S0 O TEY | AT ST
N AT & fag, TN A e Isy Aefaw s

2 Sfa et = wan (Selecting Proper Words)—fi-dt
B &Y 9O T QA S A G T AT Fe T F A R A & AAT
& qan medt & wEn adfan & ¥ ad S Om ) WY Av aew vl
art ey 21 W N A K FNT FE wEAT § 0 aEadur
w7 AENFT ST FT wEa st v e, Wl A geier e
Y A T E )

3. wgeE (Swectness)—Fuw ® YT WA FF AT TT
syt frd &% aew Az wr fakw s @ aigg ey W
haaar 48y AT AL, AT AR THOAE &Y AT

4 T NE-RL (Minimum  fevels of Management)—
Aifes sRaaE B AR d g ag ot g i R ommere
AR &
wifas wrAnaga & @

{Advantages of Oral or Verbal Communication)

1. B9Y, W UF 49 5 €99 (Sarves time, 1ibour and monev)—
s sRaame § 76 ¥ 9w e T T 3T A g ) T
Ffez =@ F gEmver T8 g § ) ofonrey o faw R
W T N, S, ST0H, FE a9 LA %Y 799 9 A 30

2. sutegat (Fffectine)—iifam =T @zv afs swmae
& &, qatfe T8 e a3 ST § 1 S0F a9t AP & s et
TF-USH FUTAAT §7 §0f0G FC AT § 1 A @ WA o s
T T I AT A IR FmT 9 gt €1

3 st (Pormptacss)—aifas = dia fam o axa £
5% fordls fafire srdamg #7 foer F g fafer geiy 27 o
F AArEd TT ARG AAT § ) WiET AR & a8 A oy
| SO 9T T1 T W § AR & o auw ofew 2w g, it
ATAA-ATAN ATTRY F T e forg o w7 §1

4 w2 w sfafear @1 s (Konowledge of React on)—difaF
FEARA AT QE ATETT W AZ G 5 wor O wega 57 skt w0
A AW F FTE N FOF DA AT A 7 § B ww wer
FAT AT FAE T H4 AL ? Af: Tww o v E St aw s
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TAT T FH T TN E WIAT AL ) Tqufy A o gramre
T AY AFFAT F SIOATAT A S G AT ST g g1

5 @ ww famn {Avouds Misunderstanding at tle
Sy ) —4TFF @ ww 71 A acrRr HEGIEAESCE]
Flo M ATT AN U w11 5717  wabe w1 Tt qown 1 AT
TR ARE PO T 9 ag wor gRy fan A g ) afs ST ST
TR AT GFT A T AT VAT E AT IF AL 7T 9 T qcTTT
farer AT ATAT € |

6 ST WIHEN qF wgard (Mutuil Goodfaith and Co

plon) TTAETITAATAT GO W 7 w7 ey ¢ e

s a1 2fAfTar a1 1 A7 9 2 vzar @ a ey uw Lebicicas it
AT T AT 7Y ARG A TIgAT A €T FaT Ay AT 2 )

7 Waqm (Elastc) —wifrr 7 z7arzr fafar LTI 1
T A ACE AL F ) BT A1 AT wvezAr 7 oarg wiww faega +
AR TVATATE ) 7 #1413 § 5T 47 afgar qe @17 9 7w
A WY AT AW A IO WGT T X oy w7 w2t
7 afvzfam faar s a7ar 20 935 Py we afraq T @ 27aT
AT AR EAT S

8 W A AW frex (Quek 11d Solid Decis ons)—wifrr
FTATEA & 9T A A vy fm sveow g g og o frarm g1 21
S"UTL OF Qe W famg 2Ar 2 A eq e w gwfeay awy FI1ar
ALTIT TE AR AT AT G AT AR A WG w4 v ZEIT
TT 590 7741 77 fafaq w2t a1 7909 w0 e & Frarg Prr qran
a1 =T B f Fm #Y A mvamAr g | e g fafax avr 14
ITIAT A AT (g 7 w57 fpny |

Y TERFATHA afF (Inere es P oduce s ty)  wifqr 7
A0z | 741 a1 A 79 7 qrarat & T agamAr ) orgw H AAT T
Tl AT § 1 9T fvram wr e oq s faar wrm
s raEAT # gfg & =)

10 saaFt Awar 31 form (Dovel pmeat of Mar ge i)
ShW) AT #THA >N € q| wrm A o an e
A T3 FARIAT T =1 AT 7 1 wfrer ® gy qag e

13 T AR & T WAV FT AT oAy = ¢
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aifas aaags & &
(Disadvantages of Oral or Verbal Commurication}

aafy Mfar geargs ¥ Tgary w v R g & AT § W
it 7 €T QU TWE, T WF OF TAE@ AW 8, 50T
wfes swd wmT & NI §, Wi EF gy 4w g, e
f539q A g —

1 win-seawAl 31 guieald wEEs (Requires Presence of
Receprent)—atfas w-inamgm & aed=r @t Sfoer frd o Wy §
Sats a3T NrEFl, TET T w0 & v Iuwed g4 afr Tz =T
R ITET 7 1L 41 WET ST AR T EAT L

2 wdter (Expensie)—swifas a=inags #w @wsaaes 0
Fafiady 2 qrmr & sfae @t e § | e frim aanT FA | waar
T AL F AR T AW FVA T FR w4 0w § o ww e
greREHET & Fer wiF 730 €W X WA § fAear ot wfaE samsie 8
I E 1 gaE fawda fafag T & T =t T =arg

3, WEqEEAT A /I (Fear of Ambigunty)—ifas a=aagt 7
TRt 71 T 9% A g Fenfrag ft o § v Svr omeSr
TG ¥ e §F Auar wER w=v AT wie 5 % A ) g
frafs & awa s € AN | FHE-EET G g avarg v owus
Ty FHET] & 3% @ q AR § FRA 919Fa] 59T § oagw wi
& anr oWt § | afogrreae, et AT A s © § Aawe
FT & AT qEIEA T I A A Ly gran

4. fafey @mm w1 wwa (Lack of Written Proof)—wifs
AXTEET T OF A 2T 73 4 7 @ falwa ama F1owama o
i & 1 fafew wra § o9sve § gaw At 934 91 Gy W am a7
SATRGT T2AT FEST 8t ST § ¢ qF FefaT qedomargdr € gmw & ©F
F gaty ey ST HSAT @ 4

5 g wawl & 5T agage (Unfi for Lengthy Commurt
cations}—~Fs a3 Az aFF g § M SATT Tt B9 T w@d 7Y
< WEIEAT GOV E A awn A e, wewim g, w9y o
fa¥an, Fraft seiadt 71 fol waho orF o Wifes w3aaE o
v 3w A A1 | A T 9 7 ¥ 5 9y W avr gae s
§ g o e gAr £

6 TN w o W farE (Buck-passing)—mm Sar
st g At =1 ¥ Adn 3 0T eEwardt e waz i 2
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~argermg v wfaETY e mrEr 2 @ifaT seEgT & orm e
¢ e afz ag 30 T TUAY T T & Y ag 9g demt a v arn
{7 9t qg T A YA ART AV 1 TH AT AT T ROULA 747 qHA
T Errm 2

7wl @ w1 ;A (1ack Tuture 1 efere wee) —itfaa
s ogTw ey Er e st frre T wen &0 wy wfrer i sfrr e
F oot 70 faar AT

8 TTq K AT (Ob tacl 5 6 the W oh)—afz ox fF qear
SpeTeowws A AT A §faT A e o 99 Yoarg 9 S 3
oafy fAfT TR At s g AT 8 afver F af gud wem 0T
AR afr e g oA v T Araf e T X
a1 Tt T ataag gy 7w foored 7 arar et ¢

9 @rat @ aaka awa (U chof T me for Tt ihing)—aFTT
w rraEatw ) v aa e fugar d oy gafr ffay aaag v
arag 70 g ffrarn ) o TR s sl ® mRmEw I8
gz 1o farT avA § 1 3T Wwl § a1 a7 g9 g4 0 qaar e
- s a1 Tt g o A fawd ar sata ge W@ et
QRTE 1 TTT a7 7ET 3T T6T 9T AL T AW &t

10 Tm & fg7 wam 9 ewm (Attenton s gwded Ly
self in e est)—a3 UT FAAT 0T § fr wiew daw v fga o are
TrA saw A G E | Ay At gy A f aw v osarvT Ry A9
AR gAT &1 W AT ¥ AL ae T q oAt T 78 w0

TITEN
11 @9 o wa g7 feafir & swfaw gan f (Mewn guafe
tdty Pevou Atttude)—wr Towd qea W & Tt 4t feafy

a1 ft gafaa A R T ] WAT W T 4T oy qrg ang g feafy o
A F AT WETT TIHT S fam gy e gy
rifas vEw &) SagEmaT—

wifaT a2 famfafar feafanr w sagw e é —
TAF AT AT 1L
2 97 Ol W AT arYT Ry A EEE g1 95T AN
FIGATEN 4
7T wWg wweT B oau oy o3 afuft won w5 fw
LEG AR
4 T ART WA TA I AT AT FEACE

DY
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5. 5 aa e meeA FALN

6 R EAET R U AEE g

7 aaaéamﬁrfmm%mwaq@ 1

(11) fafa ARTERT
{Writtco Communication}

fufe TR, ST AT S 1 OF ARG MR
Tl G, LT, WNeR, R qfeerd, smra, el
ARYATCAE, AT A Forfie wrewaly 7 g AT o wTT
§ 1 T AET y grfaa =Ated ¥ FT wzeagd qEd & ERl 20
sttt 71 Twt, afam o aat 2T TF SAAATAT GFAT
ﬁm—aﬁﬁmﬁﬁmxwﬁélmzﬁm%mqﬁmiﬁa
ZwEh ot qgd A AL woF 3 =, wavan, Gt ez,
W,aﬁr&,mﬂqﬁm‘ww&& qeafag gEd faaTs w1 %
A EL T wfafre afas =0T FgAAT # aeEtear aAnd

ofEm el & & ZAY Y, &1 T, I A, ity w1 sl feat =T
AFAE |
mﬁ-ﬁ@mm#q‘:amim FrwTgInT |

e oFET ST TETSE FET sy ) wdead Ffaat o fiE
e & e arAed sifier o AR E ST AT
ﬁmwaﬁvh-ﬁ:ﬁxﬁﬁa—rzﬁmaﬁsﬂﬂ:ﬁwm@nh
?‘ﬂiﬂ‘ﬁ'ﬂﬁ?ﬁﬁ"ﬂﬂ{ifﬁ?m oy U afm ST
qﬁﬁzﬁ:ﬁwﬁ!%aﬁrﬁ?ﬁ st ¥ wfw g o sAfw
ﬁﬁrzlﬁﬁ@%mﬁm,wzﬁ&r, e, T, i
Wgﬁmﬁ%w&wimﬁsﬁ SR e, S A @ 3
xﬁa@?mﬁ«ﬁﬁwﬁm@mﬁmmama.
fa&#_awim%maﬁwmmi Lt eic
(Ruquisits of Wntten Commauslcation) N
ﬁfﬁﬁm@ﬁimr@rmmﬁmﬁma@ﬁm.
o qSeaTE @ A T O A A R, s A
qwg’\mnmﬁmzﬁwzwazaiaﬁ @zt
mﬁmmwm%ﬁw‘rﬂmam%m 3
qmmﬂfﬁmaﬁmﬁwﬂmaﬁzﬁnhﬁw‘ T
area wias AT sifye 1 Freg s § B0 QT AT S
nma-ﬁ‘zm::z?nmuz%ﬁ:'ﬂmrﬁ AT TR ORI A
mfgqmé:rmm#ﬁ%mnamﬁigﬁqﬁgq]

1]

Jo 1




S0

aita $hra (heith Das) T orpare g 7Y farmy mwy R
T AT TR T AR —

(1) @ve 3dy 0 qEIATHFT TUT FIAT TR |

(2) O qov gafery gedt 71 SEvT #7997 FiE)

(3) =rfaa a4 AT (Person ) Pronouns as ‘you  ind the')
1 F g

(4) srgran @t mifk a1 T A wige

(5) e aR ama ur s i e ifge . wafr aew
TrIY AT 7 AN & mufaw wE G, g SR T
7 3¢ 9T AN AT/ warFaT AT A AT 8, A% Iy AT T
TArg

(6) wgtaT g o fray T Y AW ufiEw atd {Adtne
Voie) TT 9w ar wtfgr 7 fr dfim argy (Pussive Voiee) T 1

(7) fadaar vx BEATRY TT 9WT AN TH FTAT R

() famrd 71 ad qu o v G& i fagar i

(9) ST TET ATAE AT AW

site &t (Strone) 3 fafod wemamd T ovaet N AAEE 3
7 e & f ag oF g arean § fr s 9T fae g A oo T
szt T gaw fafe §1 argy o ar fofm adw vy @E S
&) frm wrar § awEEd a1 oIger o farte @y amar § 0 w@ AR
T @ AmgEs dar frav e il s st mnnfaT er v A
EEERS KR ol
fafes adnaga & ww
(Advantages of Written Communication)

1 frereafaan (Leonomy)— fafge amaags & g ¥ R
TR QY TH AT HTY | ST AR weww WY s ogry 1 AR AA-
ar7 1 @ el gev § U wafr YA fz 1w am ¥ A1y @y sy
At Qar g

2w (Clanty) —8Ya¥ <4t 27 sqen fafw o=
s ez AR AL 3T AT AW Y oI ¥ Fraas o v T
NETT T

3 wfafe W g3 Tw a@w (Commun cition to many
peesons at 1 Tune)—3aft ST arwargs ¥t e, wfy
¥ oanad ¥y aAfedt % or  arr g far ar arar §, sfer
fafag adaagy T woan ¥ @ @ 1§ Y0 gagTme {07 AT,
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r‘@w,nm’tﬂawa—gﬂmﬁ%m ¥ WreAw ¥ UF &Y
et 7 g W S €

5. wfzsy ® g0 {Reference for Future)—afasy ¥ FEETFIT
e q s F ©Y ¥ 9y et o waw g

5. fafam smr@ (Waitten Proof)—ffa H F Ty T
ST W T T e ¥ afy mvEe F1 A AT 98, §1
Wﬁﬁamﬁmaﬁl%gmmﬁﬁmmwﬁn

6. goaTa wtew (Difficalt to Change)-—fafaa FEAAEA
T WY A TR W Gr-aed TieT FaT 2, wafF wifaF aRaeTg §
qre G- o feai owT & | fatag e oA Y Aferra a+
mﬁ?amaﬁmﬁ*\a@ﬁf%ﬁmm‘hﬂaﬁrawgn

7. %% fanw zmst W sgww (Esseatial 1 certarn Condi-
tions)—T T TE T & 1 fafag T=ERE 1 @ W
Sl e & | SRR, FEEY Y U 9 A T T,
ey @ faat, eaferTs A qEATd, S ARl e g
ifix 1 Fefia ST ATaTE § | T SRR hE TRl #Y @
s ¥ Fw S fafaa qRREaTgT & 94T § AW g
fafas avaaga & gt
(Disadvantages of Written Communication)

1 wwm, w7 & 43 &1 wemn (Wastage of time, labour and
money )T ART L FARE T A T F AT AT T
mTWﬁwm,mewmﬁarzl fofa a2z &
afs A5 A faas ¥ @ S AL, F AR e # A aear § e
% @F TR WoTEAT gE 0 FH TG T A AT I F froarem
i faorer QT ERTR L Ta¥ wfafee fafar a=a &1 e § fewm
o T % aTd ReeAn g T AT W, 97 91
e G R

2 AT 9T QY W WR (Fear of Disclosure of Facts) —
gq%w@qémazﬁqagﬂﬁaﬁa?a‘tfmﬁm?élz:f‘z‘ahn
xRy AR § 5w A TeT % Ahifos ww
55 eafer o7 geiet A% S wena § | fefa sekwArE ¥ S, arevel
Frlt QST SR, fATRT FT st ﬂ’mmﬁ?‘f;
cxforT 31 HEE AT AT &Y sy § 1 T wawa ¢ 0 faers ax
Pt wag A’ T fam &5 7 g Meaar 1§ 9 g, 9ey



g2

foe Y sifas AaRAEA ¥ gaar § #faT ar gy Ay A€ E
Rt

3, sigmfeamt & www wmawas fawsm (Delay in Forme-
les)—fofea wmardl & T svaferad g e ved €1
affem Ao Fv 9§ afwTy & wiga TTEn, ersfie ¥ 9w 99
Zr3g a9 F f doan, wfewr O g ¥ SR wr, fra-a-
FHAAT F a1 Frdd e & < ST ORI 3 g q4qv 9T
& afer I @ wwan atfz 3w diearikaard 8, faad wala e smar
¢ 1 gerAtwar, ¥ we afa ¥ Q| § N seuEdar 79 g IR {0

4 wadaraEl (Red-tapism)—woT sTnferann ¥ w0
ATTEATEY ARAT §1 AT AR 1 WS A S § o ersfwe
a7 97 2I3Y ALY FIATE AGAT AFAHEITT qag wX A8 faed €
w1 fria-aa-Fd=TA O 9 ARg AR U Y AR Y
AT R

5 wus o @ fafmg g i3 g (Difficult to Wate
Exerything)—wg e &) fafrag a1 5o 4 dar § 1 73 9
Gy maR AR v fafaa rapanEt ¥ ovaiar afas aevangAl
F1 0 @ frar Ay g

o w9 fafes adn o ag s (\) the Written Communi~
canons are not Rend)-~gmp &A1 wiAy & fv yrarat iy fafe
a1 AR AT 1 WA WTRT §RA A BT A6y § @ gReaEs
T A2 GEAT R W AR 71 A & ad @ ar &

7. 97 T WX [ @ dat & (No Prompt Response)—
fAfeT AaRaEa § am fav A a9 ¥ oarqest o< gAY A9 A4
T AT AG G AT R 1 AIN-AAA 7 AT AN 7 AT R A
®EY ARY FAIT N

8 gar F wFaR T fag A agt e g (It Fals to
Coniey Feelings ot the Send r) —Fafas aRaaty & faF F @@
FEATH TTEQQ FATAT § 1 A X T qw A0 AT wfe § wafr
Hibrr adTas &7 3 Rz greaval ga9 wr, gad SEw i
TR FEINT § sl A1 w1 ArEAmy A1 T Oq F¢
TR
fafaa wdw & Iagwar

ferfe ader &7 frreafafia afrfeafaat & sy st g §—

i 9T w397 777 T ACAT & AW A AT Q0
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2, 9% TR AMFH T, qAV AU E A

3 o mw qrAAet 9€ 43 A% & fr ag Wi w39 AT
st

~

S g ST E1)

5 W §IT AT 8 J97 SER HAR (Ra &1 T IR0 I FH
| (A FAT HAEAE B

6 STMTAFATFF A

7 W R G AT T W AT G

8 W Suw T T & e fRed w1 i T A

9, s et frdw =afe o1 favr 7 v v Y A T S A
Fadare sgOAv e

10 st wdw 51 wfaer & fag wfiede aamr & 0

(111} Sikfes FvEngR
{(Gestural Commupication)

g SRS T QAT AvAg g, ek A femAr seqrd A
AT | T WA R e, W, gE-ATE QR ST T S @R g )
FHA TR T Y SRR St uw fafow aen €, e g R
Sy 1 SO A R WY R Svar wuaT fAwT S ey agy
Rar | Tt foaft & ardfaes wor 1 @ FEv afEe @ eEr g
Y AT wreaH F1 Aifas wew & "r-ETe SO @ s
THEF AT 1 vEgeur, $HArdY ¥ o9eg F9 R 79T arhw
XA, dio ae4gm, fodt wafs & frow o¢ daw g faaw, fe
=af® ¥ 2T1F 9% TESET 5T § 9@ S%e TAY, AR s a3 8

(V) T wdaags
{Viszal Communication)

TIRFT e AITATET FT WL AT Faar A7 Q¥ & 1 e AR’y
wifysa, frew, fm ot § mvm & SRe B SR § e
fasnom & ¥fasa ua faedt w1 qa sl fa s o912 ) 3 g
whedr B1 stau ¥, Wy wtee T, g T gerE v AR &
FER JEEEr 3% & fau, aroRw SR (Closed cmowt
televison) T Y foedt aavg sy wilv & 4

wifas aam e ddwagxy
{Verbat v/s Written Commuunication)

Hifer AT s fafaq @duaEas | swat fafs a1 s

frae wy ? LR Tt AW e AR ) A fafedt ¥ wvome
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ra oo o fafont @ & Al frfe gege el 7wk g
A A g e @ g e g fatad o1 gER anegn
7w T o gaw T e | et fagry AT afaw ug fofa
w LT T T ew g A Y, e aan gaa A g wfieer
o ar ¥ afcia ok § 4Pt & dod wy wfun fagmmanm o
1 s s wfcrn @ faft & weoes swan mam {6
Tw A o avdt #, afra et of afa fa oY aw fooas
g7 TR 7Y aewEAr agt §oaan ag faeata gy ard foerd @
wveay # VL Y TR FT AR w7 A e v, Tt wdaaas
2w ey fe aftfaT av v el grreoany § safr aifr
S F AR E 0 BT ¢ WAL ¢ | AT arny ¥ faq g fia-
gbts O went WY T {aw i s o wiw & aeay o wmi
Frmer Aty pbaifear & v T T 96N vay S g
i o mTer o FRa (Humann) 7T gt &% p—afy
st fraw gr fafa o qaa §, @ el geeaan fdd v g e
otz g A freooy war frfon o mrver anera e wvn
e v AT @t (3P i aae TR wifee 1 G, weame
(Bettnl Atwater ote ) 20Tt o0 Arex sy fasee eaeg A3i gn
fAm ¢ “gwpe wemm ap @ ) AW, wEw, A, v oo g
TRl T H g arrardt & & s weay @07 e e g i adaaed
£ AT AT YA AR &0 o or ga T oafegs apm
aFr g afl Ter e Wy AT T A g 7y ¢ wqcz P 0T Al
frav fvmran ¥ afrepm A frat ar avn & e q fredly ov apan
T WY TOR AT ATV | AT W IATIAAN T A0 44T 9 v
UL 40
ifam aat fafaa s3naga B gam

ATTFT AT \‘ \ferr fafaz

Tarun LU R P fafer wxar @ ere
P i nET oA AT AEL T | mraar arAr oufae
gy 7 Aty wr frar | eafe e gaEaT R )

ATHATINS

| ¢ Lhe tongue and the pen Lsth sF them e inteepreters of the mind, hut
T hold the pen the more Futhfl of the two Phe tongue beng s ited in
mast shippery phite, tay Tl aml §wdter in her a1 Men extemporal expre-
<siong, it the pet hnang the greater o lvant iges of premeditation 1s 10t
assabyect toerror and lewes things betun | at apon firm and authentic
vecord * Qaoted by M M| umdar Cominer 11l Correspondence p 1
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1 2 [ 3
PRECTH @S G331 7 ach1a RS
segar s FFur o wwan | WS ST K q@ieT |An
&1 #NifF AN T AAT | FEA
Y AR B
3 A 9T zﬁﬁﬁa%ﬂm’aam} fafaa wimaT &
TR offT 1 W SATT SO | ST qTEw 9% A ST
fam fr S wwaT & S (mgm@
o F9d FW F fag
Fie foear 1 AwAT 1 .
1
4 AT oy W &Y ! fRfag azaaEs o
SRR @A WITET ‘!mwfaz & D g
FEHN AT AT S 1 TR (@,
iﬁﬁﬁm\a‘aﬁna
| wRREEr oW §R
qAAT N
5 eETEIT difgs Aswaga ¥ | fafra owdmatm %
Ty § Ay W oeww | owvAm & dtRew A3gy AT
R & Feor e lgfm %, W @ ema
AR EfE T & whw
T W
6 fawgg a3 wifys AT & fafag almag &
Eulied = I |3 61 AT o F
f = ast 1 & g s ot awar 81
SelF Wifa® a7 S S|t
H . I TAETAT A8 AT 2
|
7 wfufes Mfas T3 W A fafag wmiw § e
a3 ok ¥ wy whifos | e3w @ o s e A
AT sy fA AT § 1 fawr qmar &1 moww
afefes w9 |/ wraw
AR TR
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10 &7

11 sfafrarar
o

12 wagr #1
faarem

13 gsar
gfzafa

14 w3

T 799

15 =3

|
|
|
[ wifs wREET §
&
|

\ 2

J 3

SR TEN EAT 10

wifa® adw AT B fafea wr, @aaaEr

T TR 3T gRrE

wifees 73 1 AT fafea qiq 41 wiym

a7 od gy @1 awd | ¥ waavar 99y v
| AT e T AT g | femr e Arqr

#ifaT  /YEEEA T fafo wixit & dmT

T FH EHT GAAT G | T8, o iy § At
kL iciF- A

fafeg axdr #1 9fa-

T AW OFY qfﬁmv
=T aAe & WA s
mﬁt‘mmmzl

Aifas #emARd 7
ITT AW & qufar
ATF T wcE@ faav
forar =T wwAT 50

wifay \zgant &
=7 93 ﬁﬁnﬁ-h Lo
[vé-n q g qiEAT
ifq’mmmran

Lok ig Coicicnid
TEQTRY EAT 1

#difas  wemagR T
AT 37 T § 4 AW
uF #EHAA RIS TR
1 T wrfr AT am
FAH W g owT O
ﬂﬁaz‘mgv

et std T Aga T

Eq)

fafeq age & ST
S q1% 43E1 a7 fAang
TR i Y FHT ATATE )

fafaa a3at ¥ aa™
, afvarfT v g g0

l

|

AT g AT
=t a4 ey 2

ferfea ware ¢ wy=T-
FASTAFT AF AATEA

\
\
|
|
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2. sigatfos qal AT GRAFT
Formal and Informal Communication)
(1) shemfes REE
(Formal Communication)
7 RaF oy afufa & 7= STATTE YRR g1 a9 IAF AT ART
F1 AT TSI SRR AT § ) AT W ARG
wm%ﬁﬁmnqwﬂ%mwé\@mgl TS FT AT
EEd ciany ?ml%ﬁﬁfﬁf—ﬁﬁu‘ﬁlﬂf@ﬁ%q’ﬂ AT TR AT
maﬁmmﬁﬁwﬁm’?m o TR T A EAR =
wﬁ«{ﬁzﬁqﬁmﬁwﬁfﬁm FEAW & 1 AG AL
ey § fr Haetres & av g ffewra 1 € | T W RO W
3 R E FEERA WRO S WA M = simiw
QERTAER FEW &
fatmai] (Cnamn:.m.cs)—aﬁr{mﬁﬁ FEmAEAr A fa
fagrmand St &— )
(1) Hraries TR wsT AT @ Afwy A 2
(n) = siwifer TR wF qIfaed| F afcreaeT K% O €
() 7 os  gfaREr ¥ sefie T T AR A geA
FfraT 1 WY W L
e & TR AR AT I A, Ty A 4
qfea T o aan e vl g F=Tr & B w1 vexw =y
v % T 7g Fe-NTiE SREAIEd T ¥ A ¥ searivw w57
e ww ffea € S & 1 &TdT w13 (Standieg orders), gifem,
e Fedrd, G739 VLT W F AR § 4T AT 9T G h
() sETiEs qRnaEd
(Informal Commurication)
s @0 B Fuw 1@ S & s sdeafos o § @ s
e D A TEN T RRATEA R wAtrafew admgr sgr o
fg arr (Grape ne) waat ‘ga AU (Bush telegraph) am
mri‘rsﬁ:rmﬁ‘firm’\'% | U I TETRA T AT U AAST TR
& Fraifee ST & SOTE 9 7@ G §, AR Tt aaT wfatdr
% T ST FEA F AN 9 QAT § L SR A4 # ae-
o ST FUTETE TEAA, ST F 9IFA, T A A g
T i At T A R e
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(1} =meT WS fAfww i Ad g )

(1) T FIAIAAY qF WA F oavT awel o7 fe
FHE

() ¥ g@muR FEER TRy FTRIrweE w7 A Ay
wgTaT g 2

s gireA—{Noel Branton) 3 741 wgwdt & {13 fagrs

T -
1. ST FY I AAF AR F FO0 WEOW 0, [ oFg @hea
o1 ¥ warfay w7 € )

2. AF A F A waedt Al s, [t § s g §,
T wamF @y Jamr |1zar g

3 awalas qerd rsnleie € 349 ST

a s g g4 fofeq w Mos 0§ o
a7 3 1 s wfafos o anehs war w T A e st g

3. wvel, wedardl 3 |REE R TATEA
(Dowaward, Upward znd Horizontal Commuaicatioa)
jIE-Citi iR Gttt
{Downward, Communication)

qE T WIS AHEE &N T NTWE & Weww § wqaian
ax cFer wa §, 6 oy S @l wyper &) gat oed
ST % 4 § {0 F A a5 TPIW A0 AT TV AU "derave
T L WArE F wRIAEA B FRIR) d¥naigs’ (Employee
communcation) ¥ TH § Wi THRA § | TIEWOS UF qeay § wafex
FRE R (chaerman) §, IO TG TAVT JAAR, 709 77
faarfim §ne o41 wet F wHAT ol A oafaw g Gy Rafy &
ALY R <zEa, e s gt —

T > FAT WA W AT Fovnily s> wreag
— sxfam

AR AR & A AT I R A 0 T AR
faaw, fafufamay (Procedure), wer & wsw a1, wvf 57y F vy
& fai gfwat, axe anfy fafqy =000 & 897 €« v = wfandt
ST Arava (AT g T 1 9T § fyenfi frer sy
A% AT THATET & GO CF 4TS AT 49 a5 |



(8¢

fvaar (C1 1 cternt ¢ ) —ardy wERA Y fR oy
frremm e =

() @ —sufmifar s g =g 71 amg o
{ ) ~TErTATT Q@ frT AT A G

() astemfr oy nevenfer am e ¥ OTTEEs

BGRA
AITNH] WINATET F Wnad
{Media of Downward Commanication?

s et eI w O v fafty e @ osmeEw 1
coe frw oA E am o3 frmn wv s 20 3o e A
7w Pt wemean 1o ¥ ey ST ATEn
1 TIANE TATIA T AR F Al IR ) ¥ JM ARt 11
oo qrre £ w0 w e w2 T fageen o T E—

(1) sifrs AzEE—rafrr fr et wmy foe

=3 fafat b f g0 armramrem e s g

cfAT TR T WA aafEy mia

(2) Fafemt @>tpa—f = 1y meer o W g
ST F% AT AT awen = fafry gerr T wyww AT
frd qwEn w7 TTW T T A v aby mit o

(3) @vfar gz IEA —~ rown gwR T AR TS
g 970 TrAT R ATA

g RN Y @A & v gy ard
(Pre requi s 1 Downward Communlcation)

namwEe AT 1w fom wremy @ an § 7Er
Bl

() #77FT1 w3 ¥ 7ipd (Cetanformed) 3% w3 17
T TR ALAC ATAT 2 9 mnpn Y 1 37 P 1Y AL 9w 9
F1Y7 AT ¥ AT TITIF #7757 77 &1 FrAy v 4 oAy
ard TRV 30 T frar aeew v oaeres w g e g e
= i mTer T WAl T oww WA IT A 7Y amEny
ZIATATT AT § AT E T TN ¥ g7 Ty v fra e A
TTFT TAT A0 > ATAT 7T AN 77 577 oty AR grm Y e
=fra (Ket) Pavs) 77 #=1=1% g¥ waes #1 gand 6iX
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T ST AW N TR & wiwagn ¥ S ¥ ufuw oy &wr
aﬁzq l"l

(1) weet s¥mEER wma St Gty son af@® (Deelop
2 Posttie Commumcation Athtude)—Targd ¥Y 9%aaT T @19
iy Fwt E fF aRTaa & dew @ Sl for w880
e ggers A1 fyh 5 e Ao o fefo a0 5 fro e
AT AT qF GEA AT WSS € A s | 95w 1w
7o faeare 7Y § OV wEvEsT A g o WA gy wRa I F
T ST qAE VAT WAHE § 1 A T WO w7 Frww Fww wfge
5 7 weat F 1l &1 waAr S0 aE 0T T SRaAnd § age 7
A FFECE 9 |

(i1) wdwmgy A Sww 2a7t wilg¥ (Plas for Communicat
1on)—garres 1 oF fafiera Qe S iR o oA e e
=y & Ffia aM g AeN FTEAA § | TAEE SSIEEA & ST
wRard O wil-vifo 9 718 0@ g F uefia a W ¥ e
qag owd g )

(v} T ¥ fEm g oAt fey (Gam the confidence of
others)—-UF TRTATET T TV §E9 &9 AP qTWE  mAAICAT F
frzama 9T ffT FOW 1 of BT ¥ e dn s fmida
AT ¥ ATy g ¢ e R e a1 aige fr 5 gEed
O CeAFAT F ara F 1 S g TR FIROY T AT SR §
fog F23 TR AT SN QWY TR I FT INF FIRQ OF v §
S AEE T AT AT d F A afrw =y ¥ wnhw a3
Arer & 1 99 €Y ghaw W ifgn )

et wdvarr B ST (Limitatons)-waimdt wetcame
waF 9eaT ¥ O awaas g ey ety el ﬁﬁ’ﬁ'ﬁ[\:ﬁ
T E—

1. Ml gy g T Dl fe E, ey frre
TR T FTR AT A AT AT A Qoo 2 gwwy ey
ey Sfr 397 g A R 0

1 “Amanager’sspan of 1nformation and understanding should he ereater
thae kit spap of communicstion to his personnel ** Keath Devis, Haman
Relation 1n Buniness p 254 '
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2 wem ¥ frEmTd—soirl sREIET D AR AT IR A
wimfon ® v ¥ ferd & oo oA B Wy T oAEd
st ¥ fwt 9 9 9Ty §) weews faAyEd, qe, faaas
sife 15T ® ST 37 aEET e ¥ Rd 3

3 whmfelt & Frerdd wt @m—w sWT AT T S
wEREL Y sRarhEy & R a7 @ S e ¥ Aear ¥ iy
Fatr o dtfr & wfg sw=rfcRt § e &Y AT EF i aasw
Y susferw fady 3% 7 ady glaa faadt §1

4 ot & aAe & gfg—aieier @ R oF et
9T i e ¥E7 IRy Wy & gfz a% s ew oW B air
Hrsaw % ¥ & wr oy fabw g g o o FAr w3
T T G CH AT AT [ b

5 SEAS STHU—ewTET AwEigt f § osen ¥
sfrs Saed A TRt fatar @ oy sad 9T T I an A
we & sfafafied e T S3eEE W ISarEIE S S aEar S

6 wey o gerst T fatg—sanlt gdm 3 g Atk
o Aqn wer ¥ A FgAT A AwAr § qe e Angie A sy
FY AW Y AT Y ¢ ENF [0 afAS qF ST FAAT 9T W T |
TROTTET, 9% U7 5997 T 19 w7 TR w1 A G AT 0

7 wfus IEEsAt—FAI A3 ¥ UF AERAq A ag
st & s % arw afesr 3 gomeww § gf2 O srAaTdv g oswi
oG ARG qEET G AT Sy ® oFRyE sea e a7l g ufuw
T AT §

8 wemwEfEl st for—sren T A s Wi
werrR iRt F frer § S R ¥ wear # A, s, wfeten
TN A WA B IFA@ =1 F Y w0 €1 A sty ¥
T ¥ AT AT A € s axmaEn § o swaen
T A W ST TAAHZOAET 0T Wt 51 Frarw RRar W 4w

9 fa¥=gd (Decenlralized) wvar ¥ WIITUS—wedandy
AL AT 9§ W Asifuw wgva @ wet o auta faeiwan | ¢
P ROET & FHANCE [ AT qHA 9 AT 0 A W Fow
TIAC Y, WX ATE W IEA Y FTET IR T ST T waww
YA Txar §, Al oA B owwwe 7 AY st Aramn v b
fFar AT & ¢
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10w & fag smoe—aaEy ¥ o § ovfeg At
RS AR AN L4y whwed ¥ oavd gy gAawi ¥ ey
T WA § T Al ST AR §T A Y

svdoet atmas & Y s @ fafas 1 S ATERL AT
wivt S & 1 3R fafam & ot wE @) OF B—

1 sfes wwagT- gy faare fasd, Anencer, ifog
o7 w3, FRA, aunfs 1l s, gfes sy oo

2 fafog WuagA—sfades  =3fwag 97 g¥Ta 99 TERE,
R 9T 8%, 3 F or faly min

TR RITATEA T G —(Lim Gtons }~Fedanft aimEes
Fr w3 Iy §, 7 farafafes § -

t sfem-—a wewAt ® ol ren e wfne afafaa &
g 7wt faly sl aw 7 ard w Gy 2

2 feafs —g fr Tdafrdl o3 guesy 31 feafs ¥ aals ae
FAT @ 1T R AT NI T a0 e v i ars v gy feafrary
¢, SAY AR X TR A A Q@ AT T7 @A ¢ AL 417, WAL gA-
AT AT HIEA AFTIT WA L 0

3 AEART agwA —rdarfdy o1 gt At og ¥ e A
o Tres AF Y 2 af 1§ Req frare of 3T g A 9ok sfer
g &Y AT, TEY FY wwEqT A9 € % A0 § A qre aedy A
TUZEITT VTG TR &t

4 @ WA —pennt Atmas Y ady ghar ag @ fr s
A1 ¥ AT § 97 e O g 17 abgaT) ey o v oar &0 Y
faoyemrran & a7 @3 7 o @ ) v am, e,
trvrm wnfs ar g Aferifat Aw @ agwm

TN w3 sedr advEea ¥ A

TRt T S 5
e viﬂmrﬁ AT J Fedmy giuagd
1T | W I wawE b ag fremita gama
| AvEdin g3l a1 g | s ¥ e
R P TR T g ’ WITT % A1a8 §)
3
gl
2wyl g arzcvws syl | ot sufy, sfaam,

AT EET 7 ¢ wai zaw lpog,  fovag  mif
ma fazor afrafrr [ afefra 1
21



65

3 - 5 gfus gwehia ez | 3§ gAHE T 8 5
it HaE | TR e &

4 wav- T EIW F WA & L WA 7T i
wfa wfres w=F wasrm =7 | wdwien g fae e
T E L FIEATE L
5 Hreaw gy fafam g €1 T 9 wfaTr G1F 0

(UL1) RATH ERAAET
(Horizontal Communication)

% farsar sigar o faam & fefra S s e
& oamtay & Fow § X QIEET ¥ AR K G A
FRTAER TR G ER (Masaie) § mAT “evest wdvene og
Frerd 2001 0F SER & @R ORI R YIS 91 FHAIO RO R Y
Fory oA SEETA & gResa '@ w2d €V F e an fafind
Fry #7407 3 ) UF o fear fawmn ww s ¥ s @
£ o A dit e ARTsaReT shEE g s aereae
% T W SRR GRAAT WATHT T ARAT | INGR ARAAGT W
gy gAtTarfeE EE0 A SR W g § 1 9T IO aemane
qua ferfed gtar 2 aar oF qa fifwa fafr & aeam & aisems
T7RTE NS g & ) ae weaarea § W S ur e e wream
21 g% gaT & + 5uF fafaw o1 o ww i —

1 vifas FirEER—=araA, FE Tad & wud, e,
wrmifas ®ITFAN, TFIE, T9 4TIF ADF AREET PO, 2
oy FTIET TG L

3 fafee edmg—aa Gl s Pfer Q18 o
apoy gvaE o dEe, of e fowe, wosw i

4, zFafes g3 Wi awmigs
(Internal and External Commanication)
1 mrafs wRvags
(Internal Commumecation)

=t & agiey Afaifat § ¥w< 4ewr & fomw s ow
riafar & 9 @ A AN T oAREwE W § weafe

| *Horizontal Communtcation s that by which managers on the same lex el

of an organuiation coordinate their achons sthout refering 2l matters to
thetr superiors Josph Massse
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AR TEE 1 1 wzwErEdy A @ mfar wew wiam, flw
mfy fafm @7 & owtwfor T N & oaw wfiRer aiard
wo T AT e frm og afeArsmr 11 gsmfanfer @
AR & | TR WART A@Ars 5T wear & wreafes s
e e, faat grr gear & Frdvad, fagan na gRed o
qmr ¥ F wafen T AT fwi o w weeqg e i a3
ara g

AW (Charsctiristics)—A1fmr warared T feeafafrer sqa
AT 21T —

| ArmfrE adraET o7 3R af (Teo-way process) & |
~an gfirr Tl @ar e Y g afeafa @t g

2 ¥y weqt ¥ arafer oxer o oaeafoe Qg

3 et et afer AT aw ¥ fao gramE et

meafer  RAvwmEgR 1 oweew wt w (Importance of
Advantages of Internal Communication) —r= 11 ¥ mvafrd q3e-
AT AT WEEAGG €A T &1 T Fear 7 1 agw @) Ageaed A%
arr 1 o gre (L Hall) 3 srAfvs swzerarea & oaes 91 fey
fregut ¥ wrare v 7oz frar g—

1 wHAT far & = anss 9% 3T qImArgT THAr-
frmy oy fofierrdt w mwdt weey ar frater v w weafur w A
T 77 @1 AT vt aed) smerrar my frFredy Y maw
afqarfsar ¥ ary ToT A 17 av A4 qaw e 4
AR TP AR A W T AT AT &0 TT e Y v T T
= 0 AT &

2 fadvit o1 qeluw—gww wifer e ufwar 1ogrer
At @ frema rwafoar 1v faga s 4 ey s
aTAE

3 gH=ife oY wer ¥ vfa v gafa—werT qeor A T
FRzten 1 ey Fremd ¥ v oazn & oAt Teeefon @ g
Fiamt ot gera weAtaTit #0 om0 tear TUowTY smaenlr
afrmay, amfa, i wrfz  gwfedt oot 3o w60 11w
s7r Jifgd | i ¥ 57 WA @ AT A ofy oA T s
At wdsfedt T weardy ¥ ufafra fen s arry)
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4 FEE aFEdA F oI N N S WA 9239 9
masagan, safqg st e § 5 ofwefedt 7t ang-n 9T T ¥
<, 9% ¥ fagdtg dtied) iz & G ars qf@d | 2y s
fredt Wt zad mFicd 88 W @WiNA REE SN §RT 0T
FEArl A9 w47 TOE AED A G P W IEE FE e §
erwifad oWl & S a1l 5@ € e waes aimane
& TR ¥ W e 94 9 967 94 § 5 9 6 A e et
2 T & 1 9 FE Kead el F w9 § gie g arendi 84

5 mhia@ B AN T gIEC—INE AT fmiia
{Two-way) Bmargd SFW 1 HT TOH STIH T § wwH A9
A B AT A (AT §, A FRAS A R wv ey F e
TT I § LR A woelt fea, arn] wilt sween & e
<3 TF7 §aw nwws W wiwfel ¥ wwma o F, awy Fro sedeh
TR ST FL AN

=% wiafos 43 wws @ Wt g, 7 fnafalas s g

6 st gr 01w fqus g o wva &1

7 FETe ¥ SIS #2517 ET A 9FAT 2 )

8§ Aer 9 AL wE &1 et I s e g

1L, BT ARG
{External Commuaication)

T I GO0 T T I IR B A F vl §
w3 @ wged, e, anatad, R, ww e afk ¥ 9% oy
w3t & SO S A AP WEAIET TN E 0 T 40T aE4T i
srg AP F At W TS FEAEYE ) AT N ¥ Aarww A &
wear O qabed wTt , wrewm w owry fama w7408, ofywaid g
W SIOT FTAY § ¢ AT AT KA A WO WAy wtwrd aaen
77 frar fawg 7 8t

TP RAWEES W WETI ¥ Wi {linportance or Advantages
ot External C )R ST @ wges fwfafey
fgF A = e aar §

1. whres hzafz (Increases Geodwill}—armr FRIET T
A wfaesr % gfg FTA L) weam ¥ qle 1 Arm AN & g 2aw 5
T wRaT Y gfasst @& I 3 0 % afvRes ot ¥ g
TR SAFE ¥, I AN F TAA § W N gy = w1
<y 9ot &% afaesr @y {0




2w et § g (Improves 1o Public Reltinns))—ara
FRAATE T OF NEeaqq «vH ug § 5 ag Aear o geawdy (Public
Relatons) & g awar 21 sAAT#Y fasmdt @@ oot ¥ weaw &
qEAT & GET  AEEAT gAY I F9F AT qEAT F gare fear
T TAC G

3 gt gTnaw (Caser to get Capital)—frwae &
AT AAATER ACTAT 9AY T qAr qeqr A% oy ¥ sAar 47 7w
TEW @R ¥ Ay gerr AT omfy qmdY § ow ¥ ofcgrweE,
aear T St Arar & faw st @0 gAr wrw ag & e e
W oA w7 9@ weqr ¥ fafrdfer Ter sfan ey g, ey
wfrear a1 onfa @aifar Gt g

4 wmem afg (lavigorates Business)—-geqr a1 arfa agy
RIS T A & Arq Q) sy ¥ afererey staam 47 e
G G AT TAT &1 Fey a7 e 2 A fee as AR
FACH qRGT X AT ¥ A faeare wear gzar £

avarg & fag sza
U smfeer srema ¥ aaarfer sway 9 @%@ fafat g
BT & 7 Ik o7 A A fraAr A
What types of Business Communication are generally used
n modern business ? Discuss their ments and demerits
(Ry 2nd Yr TD Com 1971)
2 AT R FAANF AW @ faw qgen Aivfer o3 e
=it aesany At ar amr A | et gra e f
Pt B sl €%t & 7 2w femmt @1 evee AR
Discuss Formal and Inform 1l Communicition Chaanels as
used 1 transmutting nformatton 1n a busmess In what

directrons the nformation flows through these Channels ?
Explain these direction

{Ry 2nd Yr TD C Com 1972)
3 frmfafag 1 qmersy )
(%) Mr=rfes o7 wteafer g
Formal and Informal Communscation
(A1) Feagal (S92 A1) qar el (A TUT) AR 1
Upward and Dowar\ward Communication
(Raj 2nd Yr TD C Com 1970)
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. YWY ¥ A0 SIS aeF § ? Nifes o fafaw oview F W
SR TG T 1

What are the esseatial elements of Communication ? Pomt
out the advantages snd weaknesses of oral and wntten
Communication {1972}

FRUATGT 1 affeay $ifvd aur fFd or 9T E adffawg &
W UF QAT T e e

Classify Communtcation and state advantages and disadsan-
tages of any one form of Communication,

FEWT GF FEATHT WA ¥ W FT GO 7 sedart
FRTAEA F AT OF REqHl T qqT D |

What do you mean by Downward and Upward Communi-
cation ? Descrnibe advantages and media of Upward
Communication,

“rtfes ww faler gimaey O6T § aavey ¥ gad auEa &
safgr & 17 gwER |

“Verbal and written C i both are indispensabl
for the efficient rnning of a business.” Explamn
FEhTET i gwael G 5 Sg8 § 1 ol wdw 9
SIAARAT 9T TFTT EThAR @

What are Vertical and Horizontal Communication ? Mention
the utility of Upsnard Communication.

(11 Yr. Com, 1975)



3
QEMATZT B GFAID AT AL

{Techniques or media of Communication)
« Blood carries tnformation to the brain,
a telephone wire carries 1wuformation to a listener,
a printed page carries informarion to a reader,
a key carries information to a lock,
a nerve carries information to a muscle,
a stecring wheel carries information to the wheels of
an a utomobile,
1river carries tnformation to the sea,
Mars carries information to Saturn —Joln A Backet?

ARAAET AT FE qFAT ¢ | weAq g T A WG g
ST AFNT TT A w87 AL A s qaar 2 owd awg ga feafa at
AN ® T gemaEn A1 I aAE a7 9O T ey |
TR T AR AT IV uF & gaAT 77 waw T gfwa gRTE
At wr-adt fafaa arnat a1 or Are waw FEAr wEEE g aar g |

W T gewradar afoaz (Indian National Productivity
Council) & FAR w21area 41 Tqwr qTE ar adt Freafafer §—
() mAtRE aFHA (0} Ay g (o) A 97 TREE,
(v) T W T @ (T MO ) afeqw, sifex mifz (v) fadlté aar
TRt faacy (vi) wgs 99t (ve) aeT Ay, aand (v fasme
ard (1X) AT 92T (x) IEET 97T Gy ey, FAAE i (1) e
aA—IE, f5w, il (x0) 93z g7 T, gfaan, e,
et A

sfto Qo a TR (A Dass Gupta) 7 Fsre amsmdmed 81 T4

1

2 Fre Fratam )

3 @fer qar AR

4 AT qEAE |

5 wgmfer sga-—fafes g Afar
¢ fafirs wiada aq ofasz



‘71

7 Y awieT )

e T feard 7 AT SRR Gt
A fem 1w RS ﬁwaéy\ﬁ‘qu_ﬁmgﬁ?ﬁx
Y & aifiET O H0 .
1 uifas g,
Il fofee waied, o
1l &7 TS 1
I. SRWEREA &t Aifas awds
{T i of Qral C ication)
FRAGTE F wifad awdEy ¥ e s agw i
(1) w9 fsre-fem (Jount Consultation)—az fe-writy we3ar-
arEA & 9T B U ©% § | WIET qa€| F g FHIrd gr ol
e EY g afeddt § faog §, wefea wiE ey @ wdw
fintyy wifafdl wift R A3T = T w79 89S el
& 1 el SR, AT 3 qerar o fEat 9 qgwa o

Y g sera foar s s ) gy 98 o § fmw S @t i

SR T AT A T T S g

(u) =atd 4z weRwR (Meetings & Conferences)—wa¥ qmar
F-AAG T FATE AL AR ST T AT 1 P soper e
FEATFT GHATE AT, 37 72 AR FAT AR [GATR FEA q4w 39 9T
iR T & 1 R arg weeaqW geid ot fAl @ wwA §14 gw awrs
Fr Afewa o7 A wrersy v frax fr et svm g e
ST A FRATEA F AN AFAF §0

{11) Wy (Specches)—sToT A FTIET ¥ 5w gEAE
¥ T e ¥ wewer FUA ¥ feaw e 3 4 ey wre 2 Dif,
azf g wEER E awfem wn wmen A g 96 o0y g
ey ¥ ferrds o PR Fr i Y R @ 3

() Welt g1 (By Radio)—wimst anifess st 1 ey off
SREATER B T aFATs § | AT W F gTU anT ovdE e g
frnet T TP ot FarH AT 9AR feat S § ) SR we Ay
Tl AT WEIATT WG T ATR WE w07 Seergy o1
AT FEAE S

(s) 3N (Telephone Ststems)—atfaw wIRARR F At
AR TN wfew vaew 20 vl W  erde e
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qfort A1 PR BT @A avEr A7 AT ATaEs ¥ 7 ¥ afes wdwn
for st 8, faeg et gdnt el W AIgT e ¥ ot agt
frar ST @ 1 3 KR NFTE AT B AT e i w9
T FTH 0

(n) Bt (Felevivon) —Trg wifaT WT 2T AREAET
e AT ¥ R T e W) aEgE T AT a3 uw T
ned wrsd e fr st 1 MAET R aTs &t g fen
o fammt & g W o fray s et @ vk g o fa fek i
& gt o wary or f, T T & oy i Ry 9 )
am A

{vu) mfaera qgawm (Coures bor Teunecs )~ frey oY gear s
T aar {1 ax ki sat T & afdfrg aod, b @
arrzag fon oF figa o, qfedt, agfaar sife & ofrfe s g sifas
AlQERT SR S S 4w AT X vkt Ty ao A afe-
frfant @ 10 TEY & afrrmfT A smertd fY s ¢ mfs ag e
2 T TR TUR VA A 2T AT

(i) wwIETrt (Intery owng) —ug WY fg woity nznagn &
A AT RT R X g ariT fel oleet 8wl wey o =R
g 7 fAm st Sy @ 0 A AT a7 T ATHT Oy s -
arfedt 4% R v rfarst T Anty ed g7 adt v fro
[AT L AT Feey ge feafa AT awadt w W os qedm
faman # 1

(%) s ww (Tdae Unons)  sanad off @ifas weans
T a7 w1 franit vg @1 mz afar gz mfery F Ay fearefont
PYOT AT YEAT a1 T B § 1w Al g fea-afafia
7Y oyt g ov few frar gr oy @ a9t v ny miee
AN A feaed sifacfw mear o 370 w10 o oaad

(x)ardt Fawx sfafafio wufs (Traetlers Sales Representative)-
arly sfafalr, tovs afafals @armer afaffn o aaargh w0
wpeaq W AT 76 avd @ & afafifie waf a ga® wgey o wer
i fren @1 3t wlataf ¢ gemfra awgd ¥ omaer i gt aRTR R R
on T A | wEangs a1 wesaqaf a2

(1) Aty firamm (Personnel Department)-73 off agart
Y fpomrdltn qolte A1 v v @) ag adwled HF far ar gy
qfcrfes guemsRt § Sty g9att 4 mang aee 8, aifs ¥ v
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T qAT FEEAT T %w&mjajjzﬂtzaﬁ or
Wﬁ'ﬁf%' » 7 k\“.l_!:ﬁ

S -
11, sRAEEA T R TEA
(Waiten Techniques of Communicauion)

ez & fafad aE frrafarfam § —

(1) =TT (Cnrrespondence)——a’(fmﬁ GU { AL faf=t
geraATE 1 AL FEE & | AW g e ¥ oA 5
g‘ﬁm&qzuﬂa‘rﬁaﬁ At G SN @Al GEAlF AL A
TTE A TEA | Fgaar T TR TWE W ¥ET (Herbert
N. Casson) ¥ sfaw & faar § vgeps flm T TOEY WEd ¥ avi
31 ug frwawet 1T 30 § W\ o ¥ g §, 4w AW
T TR Y wrelad EET g wI W 340 & 1 g "Edr 7
o & Fetn 1 TEmAT EE 2

(n) xﬁ—qﬁﬁ‘rﬁ (House Journals)—zF ATAT  FT I T
wﬁri,mmma’gammzﬁwmﬁﬁmwaw
xfraTe SEE FAT A wEAE Frarfrt #1 g §
mwﬁamﬁmmﬁraikmm faaar g1 a
ﬁmmwﬁﬁiﬁw whqfETT &F A A %1
21 gt § U

(m) i b (Annud Reports) ~78 a¥0w & g0l
qem & fedwrl W—W?IWNWJT?ZW,WQE
ofafrft @ AATE FTAT AL T § AT faw W ot eRE
s gER fafge gl g TR oz ¥ fafay TeEETRd 71
TRETET AFAT {1

(») THEA (Bulletns)—%3 Feqre I FHAT@ & A
AT AT AT <t whifafaat 71 b w7 gofe i
ikl o Tt FF A 7y wfafafmr &1 smed W
Eikgl

) Frdw= Sww (Agenda Forms)-ag AT 71 ux fafz
QrdT § 1 W FAE-RAR 9T FaTd TR AwAE At fr
mzlﬁﬁfﬁq@'ﬂﬁﬂxw’w‘ﬂwﬁhm’ =1 Frtw frar
mr%lﬁ'ﬁﬁﬂﬁiﬁsﬁmﬁ*ﬁw&wﬁ?ﬁtﬁwgﬁ
%, @ifr A o wifear it mfea 71T w st 7 W avy
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FIF T 47 0 N ST 1 AT 1 A Y TR fry Ty wren AR % T
TRETT
(v} Fremgt e (Minutes]—AAT & 37er @1 4t 7 ATt Iy
—t=mt =~y AT A9 5 77 0m v oAy fg g fen e w
oy Fafor afare =t 7 A TR frany @ it gar s
e T T AT R Tl T A wifer N s oA oA
= o 1 amarey A afefa e A A
(sn) wrmax (Memorandum)  waar wHI—TA GAAT AT
—7m == afafer T arary g W amfm g oy R AR T
r Fem wen * 0 vt 1 Brfaa framm a1 ageagm g
7 f57 fata 7
(s} szt ogfaat (Organsaton Schedale}—aT5 7Y
AT T AeTEEA 10 ATAT 2 [0 AER 1 avpey A a1 w9
IR Y TR 8 AT AAT AT WOTE vy T0E I 6T
7 B rET T o T T
() T o (Offic ul Publication) ~—7isr@r qvm a
TP T Ar T A 9T AT T E Ty SgraanfeT A A
G TAF AT AR AR F g1 TK A7 A A0
s A rrrm w3 vz v ferfr wfe qrife e A
7 A AR F fAw Iy =
(x) sz gfeawm [Orgamisation Ma uals)—77 TRTFIAT
FORCAIT A FAATYT ASD T ANFA VA T I | (I oY
=y g aferypr iyt afEoer Aan yTpg yerrmr o e
A F T TATOA T3 ¥R T mawr g ev
Femtar paAer T 2 39T gAm A v i B
ST TTIE S A AT AR 1Ay s (rf
Esnitkd
() gfr=a (Rep rs) afsma a1 (3Fry 7 ~raew vUAT
A AT UF T ¥ afATR A Aar = fry e & w3 fr 93 e
@5 AAfF 597 93T A AT TS ) v wrpr g gaAm e A
Y & g fawrfer Y 577 1 wAY B Ay gvre 1 et 7 fraet
1 = 97ar3 v 07 7@T frEfer s g o
(xn) frgham@ (P loy Mancwal)—asmr awl AT
aferer ar vAy ¥ OWE wear A wmary aly o3 oy fanim
et 7o AEY A A T TmIerr fY T mr abmfeo
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¥ argars A wd # W A geaeit SAETY 3 B STEl
XY

(k) 2kt firee (Teleprinters) —SITFT it A1 9TER
T W fatad AR ¥ w7 H agawd ¥ G0 g6 /T Ed el
S srter T A & S T miEr A §agg At RN T
svr fraw S AW

(xiv) s aiEd (Trade Journals}—7g ¥ fg-ty
frfiry TR T AGAVE W1 U T eqaifee afrwr A aE AT
Pt 7 B T AT SATI G AT AT A a7 T arfed
21 e e woAEd g

(xv) e sfcdted (Suggestion Schemes )—TH TG TTEAT
%mmaﬁaﬁﬁnﬁmﬁrmmm, TAITT AT FIA
FT g §ET eqs T F A AT AR L fareg ¥ TSI T
v 3ied aOF 4 fpy T A, A A7 AFAE AATAGT T
ETEE T A g |

(I GREEEA H W A
(Visual Techiniques of Characteristics)

o AEREATET W AT ﬁmamﬁ%ﬁmﬁlﬁﬁg—

(1) aeivfieet (Closed Crrcuit Television)—Tg oeliw WA TH
s o gt ¥ TR Ar g ATAFR W9 43 WORCE FT qEAF
1 STET H ATAR § qeAn Fraret &1 wEAT FEY E | I WA
e ak) sfafisq o ¥ fag oY Femr ST 31 AE Ag os
KM SO AT T vt =t s e affERfit oaeas
adt & 1 FEL T agAA § AT R

(n) foedi o fen fezem (Films & Film stoips) —siow €3
e T i g FAAT AT A4T e @ ST aeAT T
o fafwa ST A sufer g Frar AT R0 =7 3T a0 ¥ afasy 1
fersr, Sfaewm, <O, SO T, wwm Wiz g, e s oo
foen ferer 1 AT GET R

(oit) gew fiew (Macro Fhims)—smsre el 92 g5 T ameT
praAare w1 ST fe g Ty oY 7=t R AR wEEATA
wor G ¥ T0 F AW R GRS g T FaTC F T 5IT &7
ST § | WG TR XA WA prATaE JTa B FTRI £ A E

{iv) g og (Notce Boards)—4% ug asdis fafat et
& i F g, HFE e SReraTgA Y I AT L e



7o

AT e 2ER Y QY AT Wy St ¥\ T AFA-TEE T AT T
7Y sy A siond aw ante  fogar o Q ary ael g
2 1 g o pkfo st g 39T AT T ave A fe TE R
TN XE T TP TFARE VY T AT

(v) Err (PROopn \pay) —FEGTE ¥ & wrrer dwwr o
sermare O s arT T ow frar s T gl derr g
et T, @ty T AT AT TR o7 7 aeal A T gEt T
fyu Fray amar ¢ )

(v) mmaw @ (Orgintinon Chirt) —qear T aaT 37 feaf
Truar AR ¥ e i safw T 3 T aveAT 2t s Fra st §
o7 i W gAY O 9% T T At TRl & rte, where
o qreevfer aeg Y fRman ar &) wg ARednga ¥ O o arih T
2 faat ¥E oam ¥ @ Aer ToawsT 12w wnt aus awgd
Bl

(\n) sfagi (Posus) v 17 (T 71 90 g g2 F and-
AT IV ELA P 1 SFOTETRE ¥ QI AT Y 93 1T wodA oy vl
7 fom i fagar At gtnwr qv e g (g sar @ s e
ardy gt W s er srel fear s @ an ge gy ot
T fanT ¢ " oA g w7 ETOwAa o wT arrdT 20 & ey

wefat Ted 2 ferarTt vr M I @ S

(vw) @7 (Sga) iy emfery Aty o OleEr wRr
g7 A et @ P iifaan ¥ frso s R @ g
AT AT A w7 Y fav wr o e T e
zratr 20 mfany vy frrdw fry @ fromy 3 faooTor @ fag
AR

(n) mrfemsty fam (Sttstial Gophs) —mfrrtin frs, fasg
fymfz wrran W stamen ¥ davr frnarr g0 @ gra qen Y
saf T feamr wr & 77 feu o afeere moeee, @ v e
ic A feur oy ¢ fife fanm geg 11w T owd g &) 9
FORPITER T G T TR 4y

(x) g = (WAL Charts)  fray i gar gemrat & meafor
stretaen TR AT IR AT wenr wlz oer @ efer ey
77 ¥ fag o el ToIwa g e

gyartm oW Yy Y oan g, frya afe ar wfar
afsr g sy frar g &\ 7 w2t 3w gn ang o gar g
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T B AETEATW S w aaen §, Bl s weear s
Esrinis- g

(%) s (Visits)—guay 37 ST HT 7 GREATET W AqE-
T aEAYE § 1 SEF @0 e & Sfey o w9 any weial g
frft gAY T AR, IRACE T FA FIWA T WG FFRE GAT FY
sorfir avfs & Foefl & T & smemr s EwAr 0

srE & g se
g W fafaw qaden w1 afiter auE S 1

Briefly discuss the various techmques of commumeation



qIMFIgT : qreg OF AR
(Communication Barricrs and Suggestions)

« The meanings of the words are not in the words, they are
mus —S I Hayackana

A3EET W A IITI QA G AT TT 0T AT qAT gATT
TR GV FF ATAT N A A v wA wan qfefe afaa aqr amrgem
4T ) T AN T q@ wafaF feaft swfs w0 7o Gy aeag g ooza
Y gt @ an AT fEa ar wfe g oo g aTar g w oA
qFCTAEAET FRT & RTEN T ATTWAT E AT ATNO ST AP
w3 NI 0 W I 0T W /AT WWAT ¥ AT G0T FIH A0
X IEET WAL ANE AT+ TA FH UF A W OIN AHY I1aven
T gTd FIA A% O AT 90 ¥rT AT AEA AR arT A
wiar ot fag sl o Amrar g0

FRLANIET { Qa0 F 9707
{Lffects of Barrirs to Commumcition)

RO AT FTHFTHAT A7777 a1 £TIAT 9% faT a7 § )
afz gega sfag safem @ sfer amm av gfem =1 @ 8 wgsng s
8, @t gaqr wet A TN 9% A wema fawdiy wwa gear ¢
wzig @or daww (Strauss and Swylo) 1o TAQTEA ¥ TaIg
gOEA & wIEdl #TREE (breal down) famrz (dntort o) qur waen
Ry (rumours) SFUET § 17 (Burniers to Cymmuai ihons imor g
members of an orpanisaticn ¢ use brohdewns, ¢ Ot ans dn;
snacurate rumours )

AT AR 3 0w T o gevar gt

| weEETEd a1 T wifaar d2r 77 gy e

2 A AP T MR APAT T T wmpAr g g
T 7 AT
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aed=ifeat & =t ax froda s zet )
TRt gl ¥ fAAn ¥ s A £
Mg wa g foiw wn fm 7 afwar ' s

oW
oA sy

TR E

6 TA¥ FTQ WA o e o wse 9§

7 ¥ geaT ¥ SR AGTW O¥ 929 ¥ R0 9w ww § an
FIT a%ar F SRET HEAT 9 AT 9 gl &

FETEgA T s & TR
(Types of Communication Barriers)

HE WA ATH O AT TR A5 95 FIQ H 0§ o
Prarx (Dsstortions) S99 0 &) o Fovmdy & o Y F wT
a1 g 77 avar 7Y fAp 3 3E 9w ¥ aviyn Y v voe
frar &1

Ty | (Koath Dies) T RIFTR Faqqmg® 41 @ 58
g A E 1 1 Wifgw avang (Physical) 2 safor awmi-arnfar
a1 WA (Personal Socio-psychologteal) =T 3 wrqr =% aremd
{Semantic)

srEE 98 wateer (Conference Board U S A }¥ww
T S T 0 g f arwes anmanm 1 i o svag
R

1 =afrs werat Undwideol differences), seqr 27 ammg
(Corporate Climate), TaT 3 FFFY Al (Mechanical barriers) |

S B (Namoon) ¥ A7) FRATRA S s e e
AR

(1) mrsreas T A arad (2) il o Y T (3)
w1 AY AT, 47 (4) afEda & et o

TR TS veneEe wfenz (ledan National Productity
Council) & waame AT F g avarq foreaffam §- -

1 txax wamer 9 B oo = st o s oo

gt

2 T7 AT <, ATt wmymaT iy |

3 WAEAE TR @R, RS e a7 A7 s

4 = RY oA frg sod
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u &t safe a1 agg 71 fafam wafas 2o
T aart & e v Fafes g5 1
enferng @gy q97 9T )
AT TY AT TN TAT TEHGW FT I T

@ wr faxEE (N R Sichar) 7 we@d 3 @ fr
TR ¥ oTH AgeEry A g § farg A & wf wiedt v
T3 A g

[ERN- VY

%

T —aenaen i sng

FEATATER F1 T l "EATAL Y wEr '3‘«-‘ FEHRT Y KA
(1) war o I 12.50
(o) wifar gfaurd 5 12 50
(c) wAGaITAF aTaaT 8 2000
(d) w¥g wEET FT W 7 17 50
{Poor relationsh ps)
{e) 3 (¢) aar () &t 5 { 12 50
if) =w {2) ¥ (d) am 10 2500
@ _| 40 I 100

Sag's Wit F ogwma @ oene g fr oy 2t aatfar
TRFEN AT AR T | T 20% Serrd ¥ o A
T EFR A | g A gEd a9 A weg @l T
FAOIE L TG WAl & A g & adFiiar @ uferia) & d
A W oad A wed g Ama 25 wfira avem § ag qan
fr 7RAaAEA ¥ wni @ ower avnd g0 9wy S iy s, Wi
FAT & A4 RAEMIRT FT00 17 7 Arel a1 awg qRmard
F vt ® g gafead i

A 9T wea 7 fagraY & wdmaey &Y ardmar a7 age frar
& wAEAr A TG A 9 Gy @Y af &1 @ anet frega 39
FT WA TEX G 1 waT & Awrawg 1 arad feAfafoy §—

1 ATEY ATHAT (Bumcrs due to Organisational St:uctutc)—-
fadt &% (Theo Haimann) & #IIC YA §TET Toem & qawdt
R AT U8 GTAA { TRAMET YU FH &Y wwaqr 02 aga ag
R A oA ST 1 AwsT 0 Py @ wfar e g, edaanga
5 oef § #fuw aad swa gl afe e § o qgd Fa@h
@ N I ST 9T FE AT 4 g} f Ar fwwa g
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Fdardt (Upward) grerars fafra & T o a< A & fars
ﬁ@waﬁré\m’rmﬁmxaﬁaxwgaa@wﬁzl

2 et & WHET (Bariers duc to Language)—3Ig F9T 39
awmwitam‘t&,qa&&mqas‘rﬁﬁ@if ez &1 Fafrm wdl
ERCicE il T w wANE o g ¥ edl &1 A AT T

o dew At § v A et T WG A ST T ANAE N 0T
g &, wedr &1 A HERR fpar o & @41 S FE IR A &
it ¥ wAr W /AT T ot & 1 B, T A AT &
ﬂmtﬂﬁmmanwﬁ%-ﬁiﬁmmaﬂz, ITH HET
SaT § | 5 AR S Ff AW Tl serrd ¥ ATR W
qraATAT A ¥ T A g, A e saTad g1 s ¥

ey wfafees FHEFW AR e & v el w feefaa
oy s 3 ) fafaw fret @7 $T T AT S farfim w1 7
i FT § ) A v wrE eie R gAY fa e w
s | AT T T 2 T W EEE F3fam wRw
Wﬁm@?ﬁilg’m(&mng)ﬂvﬁ g fr el T
i gk § 1R H e el wd @ Afaa v ® fag adA Ew
mﬂfﬁwﬁzlw::ﬁﬂuﬁﬁﬂmiwﬁgﬁm oA =
FEIC AT & ﬁtqmﬁa—é‘izfﬁwgu’i a%w 24 am afs «
g & faa @ W@ g =z § 5 W & ¥ it & o w1
& et P W AT e &1 Y &0

2 maew ¥ gwen (Darners due to Status)—aTET ¥ IGT
wg afufa &1 waear (Status) ¥ ST IO FRAAEH § I
wmgmﬁznm mred WA i T, daw 7 Afemd s
m(ﬂm‘t%lmﬁﬁﬂm%m TR F ECT T
i T WA AET g4 e & 4 T wffaes wv SsNTREfET #1
T @ A TR T ¥ e IR T A A Fd § I
ﬁwrf@m‘vmiﬁ\iwa’\ rrT IEETEETa ST FaiEt F A
qx % B AT F40ET T H A ady w8 § AT wETIT gy
sﬁw{rng‘a’ﬁ%liﬁﬁ (Dubn) & sfaa @ frar ¢ fr sl
Wﬁ@éﬁmma FaT AT WY wWE) ey fag
et ST § R g e <t § e el e @ g €

4w feafa (Barners due 1o Emotional  Attitude) —
sy fafs ¥ R=acd wrag W T3 B IfEE =R T



st g 1 7 o waws aar faew caw w g e g fr Sk s
SaF FY AT A 4T va Y u T ANA G

sqrgar % amr 7 yarfag 2uy § | eafs fra) safw & e s
AT At fel & A A T AT AeAr g1 T ol aRkearga Y
TEE 9T AR Wf4T TN vEar 3\ o faam kv agt aw far @
fr A% W@, g, ©F, TR &1 6T qu aer wif ¥ A wfE S
FEd wafad g g AT & aed I w@iew 3 aw g a T g
Y Sfra w78 §1 ( “Erternal lactors bike shape of the person's nose,
the curl of lus hip, the cut of tus cloth, or the pitch of Ins voice
may o influence the emational attitade )

5 s (Buners duc to Listenng)—dgF oF sfafq gra
foaft qear 1 21F T A 7 GAAT ART ¥ qWEAHT G X adr agy
Iy | SR% ggT (‘osheph Dooher) F mmaAr, “Listeming is
most neglected skl tron  “Half 1 g 15 like
racing your engine with the getr in neutral  You use gasoline but
vou get nowhere g 9FTe Aqee & fr afz T safe @R av
TETT A TR GRAT§ a1 a7 AAE A7 0 T § qE oY Y g
€ shmmraws aamy & sfeaa 1 @ @1 T A  wa

6 wAamfas (Psychologicil Bareiers)—37 g1 &Y ayur oft
a4l vq wfEE ¥ ATERT ¥ ETTW IR0 G At § ) GeAa
AR T AT 1 afe mimes 1 wAdmiTe A 1A
TIAE | afg a7 ATET & A AR ¥ A w5 vy gery T
AR 07 afz 7z afgA & AT awmaEa b o v oagy ady ana
W

7 adwafy @ e (Barners due to desire of prome-
ton)—7a W@ty wrw gefmETY Fzer @ At ae d §r s
gdwes st fanm o3 pwT wafrmfe a g
A wirg ¥ 9f gt wingfa T aEt 2 @ gt & oagor
FATEN

8 wwgmrE (Barsiers due to Shonase of Time)—u T
TTEC AT § AR ANATIE & T wA gAY W ARy 2 AR
q AR A weTE EY Frar ar AFAr 3 oma  wdmana % swrasmeEar
FA G |G

9 dufirs ¥ (Individual Differences) —aad it mft wufh
TR AN ATV qear w1 afr et 3 oAy a7 wwear,
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ﬁiamﬂz,aﬁﬁimvna|;q°r1ﬂtr@=rﬁ.irra’r=r,ﬁfaf-—cm
oA A XA TR gom g1 3 ATl AET AT
Feafiy o Y AT TOT SO E L ok wfifees, wasd ¥ qREAl 1 e
%mﬁsﬁm«:wmgumm g ag e e fe s
Wmﬁ:ﬁﬂmanmmﬁﬁ T T REE AT
qt,ﬁ%ﬂ@m%m{mmilﬁ gIF AT T
mmmﬁnﬂﬁa‘mﬁﬂ@uﬁﬂ wght (Barl P Strone)
% T AT WR < faafwa x fabv vt xafal, &
fefd, W, fre wlR ok § 19w g ol et o
%mgﬁﬁ@mga\imﬁhmﬁ ar«h@m\éa\—(q—.}n

= sf=a Ew%wﬁamﬁﬂaﬁrﬁ\"

10 =EdT T TR {Corporate chmate)—F=1 7T AAFTT
& e TR w1 A T T 4w s B AR
geIraeT FT AL et § 5t =% Y AT g AT ary
oy T ST E WIS AT AR a7 A g1 A
El?ﬁ-?ftﬂ?ﬁﬁﬁﬁrﬁﬂﬁﬁﬂ%mﬂﬁiﬁ(ﬂﬁﬂfﬂ?rﬁﬂ
;s.gﬁrmm?méu ST oCiET AeIew W OATT
GFEAT T L

11 farw ?i;lx (Uumund Objectines)—F% AT A4
TWF IR w1y fratog F 6 SXTEA A AT SoTA & T
3 sEvits St T & frarfet i Far et 21 TR A A
wizlﬁ:a?%afﬁﬁzmr % aTx & 5w AT W Wl AT
frar Wl STed 1 FERL afy =07 WA A FEA FEEA A ST
e T A, A ?‘zﬁ'—ﬁﬁﬁﬂ?ﬁiwqgfﬁ TR
Y A ETIN

£l

12 sfemfedl T 27T (Lealicenie @ Saperars)—Fg a1
FETATER W AT grfg oy wafeat & AT zfs 73 Afand =
—per T 1% A WL R fga €9% W T ST AT T
qm2|%mmﬁfnmvm$ﬁ¢ma{rﬁ%|;
ms‘:ﬁrﬁ’ﬁﬂmﬁgﬁﬂmsﬁa{rﬁ% = W
mﬁuiﬁ(%ﬂtuﬂlﬂmﬂﬁrﬁaﬁém%l

13 sERIRE fsherod (Informal Communication}—s,
SR AT GOEEET ArTes FE T T LT T w0

ﬁﬁilﬁﬁ’ﬂm’i‘?ﬂrﬂ?m—"\f‘ﬁfﬂv =T 57 oA
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38 g9 aTT & AT aad AwATE 9% & AT fawnw wTv AT (AL
=i wedT ¥ 779 wiw wergear $7 Sy

14 afcgas st &y (Resistinee to Change)—ATid aifa &
1T ¥ ofrqqAt AL AW 997 T 1 4 wen adqm afchefad B E
I T TR TR A I frar w3 afkadd  gafaw
A A A E @Y S aw aw ¥ wang afeaddy ot
T ¥ 3f se & Aaga w aga arar gafert & st g o

15 wiitfes ufifeafiat (Geographical Sstuations) —a% a1T
qitferr aftfeafar Y wemagR ®amT aw a0 4% wnE
TR W T o7 T fagy ST Pranowar g gRew ds afe ¥ A
TR 7 A FIF IO T TR I, AT WFT Ay qea ey
T 7 foR o Y ol Wi affeafy  aran aramEiEre
7% A wgy famrar awar e Y e gy safewT
AR AT fian & e 57 4w el X faerar @R @ s R o
AT A AR A AT A 9 g

FFRAAET &Y QW T gEA F W

(“uggestions to overcome Barriers to Commumecntion)

AEIATET AV AT Y 77 g & foo faew e frdoww
T E

1 NS RRWEEA AT AT T T 77 a3 faw
a1% 39 77 feay 7 A & 5 aerangn gen (Dicect) 71 R 2

W AR SR AT qf ew w vy w4t 0 wfefs F qm adw it
TANY HATANEN ¥ F9 4 AW =7 Y S IF QT GO g1 WA TR
TeYT G S/

2 WIYIQQ T3 WA T NG AT 3T g7war a7 g7
+oq > fan it wgeagm WO Az & R P ¥ Amray ug gmEa
T Il FFAT FI AT T R g T o oq AT A w
-a% wfafte, wgl A% awa g1 AT qeEr FremT FR N 9 Rar
AT AR | Q¥ AT AT v T4y vwa T v wfagw AT q7w
o wrrrEr ¥ foeey s AE A

3 San @ aR W f @ifgd 7 27 71 ARTarET Wy
TEAL SCAFAT G, HAFF A0F AT F AT a0 A WA qw
fy ag wlaft & sfafear 21 577 7 aaw 7y § @ aw A 7 877
T AR OIS W ATV | WA RAT ATHT VU AT Ay AN
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frag gy yTa X A 3z | M¥W gg< (Joseph Doober)
HAWTK, “FOR S G % {EwE v e @, oivwe eafmw fram
Stad R w AR awr T gyeE gd MER T oA I A
AETRAI NI ST A

4w favam gd e —aRTEET 1) 3G v A
=t fagrre g AgwE F s A ar Sl @ e e 7 ofww &
I qwEaT )1 7 Sow afafe F7 afatrm £ 8w seasat
Frudg mivedy 37 femd wr pRET F1T T ¥ IR ae @
ARy aar wiwed & war afenfet § st @i g
st

5. g wATER waeal w by awr SR —Ammae
TY aear T A 9 Fi w7 E iR a_earT ¥ O S
frooen ¥ 1w wruw 51 sl % o9 smen w1 fwto =0
=¥ for weEl g AT U AT WRAT AaErs ¢ ) afz it
T yEad g e adi 3 QU srer A Il st Er e
o7 GRS QY F UZS IAW A TN UTIIHE B ) S9H 9 WAl 7
fr e g fFwen & w6 F1 owww If o ww go
TR T AAET T A T ARG A

6 A T [N A DY —AXerarm A gx P
dryaT FA ARy ) w9 aderh el 3% oY fafiey amy v mwmr
FTATH 1 FEAEAS AN ¥ oWy R weftaifa w v
FR ug g F GFHI X 4 WA GHT @ Aaf a3

FTERA w7 Aren ¥Am s Femfater aE 97 o o
v =ifgm —

) 3der 71 e s i

(w) =z 7Y faw-avy 7 froffer o Sar e

{ 0} T & Y woN F1 S SEL qWE S wwiey

() w&= & fafes ool % 7wz 57 3w g

() ATl w7 g o A i

7 AN T AN FHE THAU——ATART Y aweEar ¥ e
ar=1T 3 5 8% o9 w93 for wf ) T frreet ¥ e o e
% g7 &7 T AXEAT T FVE "Ee W@ T T

8 AT WA A I—TARR MvaEs 7 arafos o
x wfam § faw arsy =97 5 vl FT wEmT o fey grex |
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a9 T BE AW AET @R O T a7 ¥ oafed) 1 FEER 17
SR om ATed ¥ oww ¥ oaW I N g A A1 I3 S
kil

9 aagy (Self contuned) Fafas TFTEA WY FAT—AAF
Ay G FARRT GOTE AT e TE i g 17 7
Tt #Y g7 e o At 0 o eafet & dv A AT AR
FET T AAD TIAT TIAT G, ST AGAAAT CFIEA IATE A1 ATAY
Ticar A # 99w fame e gg arEmr iR g F wnae 9e
¥ qfaar £y wEY

10. GMEEA F AT Ari—AT AOZA W WIF &G AW R
7 ekl ¥ SR AT X awRvEm ¥ A R A € ol
ferfa 1wy ¥ AT s ard fafm w0 fed (¥ afafe
mteIfr ataaEa W e S ATAT €0

1t weEt sgn—saEEa Ay §FAAr ¥ fg g mese
sl & 1 A5 ¥ 9T wafw w1 g aga R ¥ ¥ or gE Eny
Ay axT A1 3T wd qmEd W) wdw ager @ defes
Frf Qi A A5 AT FE LA A7 A |

12 quVIg 8 RRAT AT Aoy TR T WS 405 77 gatug &
Tt wifgd | 9 R st g & ark & et saR AT Rt e
I AR TN A | gy g faAnT wARe ARG 9T fHew T
e | ATAT AR 0T AR T wATf A wrEr gy o

13 =walem WRNAGA—AZeTaTgH AT AT ¥ e a i

7 W g fr amag omafead gAT ARy 1 wderang 1Y wiea

F XA A AT AR AEd | wReAEw A1 A9d, €4, ¢, frua-
Feg At o fafe 31 anfem

14 Sfeq Aran &1 A7 Fvar A0fed |

15 9ag, ¥, maggaa mfs T adt Y o3 7 e
gy gar ard aftfeafrar 21 mmere gt g =k

16 =X G2 F avdxar gt sifedr

17 faarsrt vy favaram ax, vy Ak & A @A mifzy

18 AT FY LT AR} T 796 g7 ZAT Aefy |

19 @XTAET T wada grar A )
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20 wiw & wfafFm @7 FW TR AR ATAE FAL TEAT
Ay | e wiE F1 ag¥ ¥ € fafea w A iy

svE & fan s

1 aXgagw F fafos agm @ 39T ST 1 aree # g3 e
F forw gugw gaE AT

Discuss the barriers to commumcation. Suggest suitable
weasures to over come there barriers

ARTATET F AT ¥ AT AT Qe g 7

What are the possible effect of communication to barriers,

o



2 N

THIE-2
(UNIT=2)

AT W& - U6 AT Heqaw
FETEA-TET

FTATAA B TS

wmtay fdisA

wmte i

st sdafar #t fRaka



FElaw 98l ¢

TF QUATE HEAAT

(Office Management 2 A General Study)

«The Office 15 10 @ pusiness what the main spring 15104
watch” —Dlcksee

mﬁagﬂﬁmﬁwﬁﬁmmmﬁ&im@mmzl
mmmmﬁ,mwﬁ,mwﬂvﬁmﬁﬁmw@h
A AR aeT T g & faegw @ a ¥ afqumEsy 1w
o A R S g T wTe AR F @ IR
< s TR G v 203 AT B AN W A ALAH T
FRATGAT AT T F o wand g1 W § | RIS, SEE T
At 7T e fe g O S et € 91 @ § | FEEE T
aET i as @ T R T wEw A swarha 8 aw i
e ST R T % Ta@ln W OATH I YT AATFAL AN
g A A WA

+y faega FTHEAT mgm@éfﬁwmmmaﬁgl
o3 Tl 1 TRETE T0F § AT o< ¥ forg THATAAT 7T
FTALTEAT TR 3 | @agﬁ%ma%ﬁﬂaﬂm?xﬁarﬂﬁw
qmgﬁﬁ?’rmfama\

smatax @ afcam g
(Defimtions and Meaning of Office)

st AEETE A1 WOT W T FT A A e A e
AT E, st ¢ % fafas da7< s Ty § g gt 0 AR v,
erzyereeT, fafata aF, (Dupheating Machines), qan featd amfz
At g1 T T stE e faow wgET o AR F R e
mimﬁgfm?mi\niwﬁumﬂwﬁm



RS T3 7 oA fafwaw @A Sifwmm (Willem
Herrt Leefingwell) ¥ 5713917 amyig {747 @89@ 77 EedicH
== o fafag ST T R T A A T, A1 AT A AT
=3 B TR £ AT T g T eTa E 1 T WSy A1 faee
=7 TAFT SR e @ famm & qfermAn @7 o 0 R A
=7V aEt gEE w3 omEm a1 Aar g, i A e 5
—pm v AT TR frW vvm E AW fAtT aa Aar 479, T
T TR O FITT FE 91 TN frm I E

frrr @@ € (Hicks and Place) ¥ #AmATT FTRITA €7
=@y Fiet @Ay o1 framer = fery 2, A o7 fRaeng 77,
=ET AT T AT TR 7T oevh o7 we A A
(Reccrds; 377 fF73 =21 § z791 +q0 IWT ¥ A orrs R
e SR

facht a1 F7 Walie and Brecht) ¥ wp STRTIT TFI AL
=TS TRl &, FT 97 T 5 77y 97 seaT 4 faya A ffr
== 57 =4 § 7 T wfA A B A e T §, wE e R
=T AT TR AT AR I 1 v Avn & IR 97 AW SEEE A
Se¥ ST 5V 9FA £ A0 W 9y mgew wgfsm 7 fafaa fa
3 fafeg framm 57 R sfea T ararar g 2

AT T FE Newner and Reehing) T TR E, AR
STERTIE TUFH FT AT AGT ST (e §1 TR v 71 i
Tz El 8

T ot Wehder s Dicwonary) O, Earizet

77 = g w7 o7 e fafme w3re a7 exgaTs fran avAm £ waar
BEMPE i i

1 Anoffice 3 a L ¢ nere the control mechamer fora bisines are
located where profer reccrds for the purpose of control iformation and
efficient operation are prepared, handled and sers ices

—Hicks and Place
“ The office 18 not the basmess 1tself but the place where the control
rechan smaalocated It as the olace where the executrses and elerical
force work where mail 1 directed where the public can contact % ainess
ard where 34101 acti ities and records may be corcentrated with a

™ nimur of incon emience —\Wlic and Brecht
3 Offcesthef>cal powt for correlating the service and profitmaking
activitics of 2 business enterprises —cuner and Keelrg

Office 1 “a place where a particular kind of business 1s transacted or
setvice 15 supphied —Webstar s \ew Collegtate D ctirnary
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gha Hal) & sd W Cmi s S fafee i ¥ far
fafera &, suiem & ¢

3Ty afomart #1 AT 7 § Iz 0 g i wmien oF
o 8, JET | ae aawm a1 fea feat JE ] 45 W 8T
sifurrd w3 fafes ot 9% ¥ oi ¥ wgeY @ AWER SEA | eed
wnfya Fry ona &0 odf @ w-enage Fewn WA § ) wE § wems
& wrafium wgeaad afade @ g © SR g, Bl e Sl T
B W RENT R

walag & sy o G
{Charactenisties)

SY9°F SFORTani a7 At a7n ¥ st § frafal s
yFE AL

1. TR O T E-TEe {1 et X oweas §ag
57z o § f5 Fmim 71 = A A9 g, SR 9% v fra s
2 | Fie amws W & F1S enawm AEr @ 1 fat @ @z (Wyhe and
Brecht) ¥ 3far g fomr & B “avaten wan %4f wmawm W@ g
(Office 15 not the business mself.) #g # SYTNH FOT FT @A G
et (Webseter) ¥ W fovan g 7 sty “ag v § sl ox et
Fafiree xR w1 Taery fsan s § seo S gwee 9 wmi g i
ST giw (Hall) oY afcrar & ame =9 v “Frfera oo § aomn
£ ( ART ¥ SOt vt AT I R, qw @A FF avemw

2. TWIRT WEAM™ F WA I AT T ATeqw
favar 97 & 77 $15iam w99 ww @ 1E anew 99 2, 3 0% amea
£ (Office ts a means but not an end n wselt § t T qIAWT F97
i wguar faed § 1 god A agwm w1 Fawn e s 2
s 7 frardt i ag A § i “amaiaq @ w0e g, wgl ¢ emam
w1 gy o feam g2

3w TR 0T W Tm s wEAT g Rt foi sng
faw &1 AW TR & Ava § 1 wwtaa frdt W1 o e s Ewr
FFaT &, 72t 9 enmary ¥ AEafad 7 fey w0 21 e oz Qw0
(Edward Roche) 7 gfua & (rean § f ~fodt falm @ +1 & smbas
WA T &\ S w0 foren § fr fmaiew g § Wizt o $g wee
T ARy g

1 “‘Aay place set usid- for work af a clenical nature, 15 Oftice ~L Hall
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4 wrate ¥ 1 w1 e wEar g -Samw (Denyer) 3 HIAR
‘graterg g #931 § wwgd oF seaw fafeara wvd fear s & (Office
1~ the room where clerical job v habitually performed.) g7 gT17
FTIiE 77 UF wEvAqy werw ag ) § fr enler w A freem v
Fear AT @ | afz fat A fadw o gy fAT v fag caman av and
faar 9TaT & AY Q8 TR F1 ST 2w TR §Y QR

s Fmle gyd uwlm e g—amiTg ar ng g
nEf TCT QAT § ¢ 97 F14WG & WA ary gAY 71 TriAg &<
ol AT ST § Fan arge e ave g 2 sfafafet o g it
widt & 1 7% afafes  Fraias sy ¥ arafoaq wg o gEan €
AT I A FAT L

6 gaTd ST g —FrafAg 7 ns agesqw fadmar @z
& ¢ f& 73 MamTar 958 & A@amg 7 mafaa a8 gEd g
T Faeey T2

7. 7w & sfeey uR fafes s a<d § —Tratrg 03 o
=qd € T ®e § oafurrt va fafar @ ¥19 a<iw g oufww
1Workers) @41 Fioda (Foreman) off #479 9% 778 45 539 £

8 i TN & sowrew qa fern ® gl waw wean g -
=ritq Y o fgar 9z e frag aFpm 5 soRT g frrn w
Afent 57 I g 1 At A A fawa ¥ awfar agomat
778y ug wfaEdt 1 famim wv1 2, w1 v fers vadr & qan s
TTH 9T ITA FTAT 2 |

9 TG UFYW EATAT Y FANAAT TV SAC § — I (Wyle)
7 3w A frar & fr vguk (Tt 5) e 9% amam ¥ aaaw
9 TYANTY FY GA® €T § AW 4T g V' AT § vmian T g
=rawTa &1 A Framdt &1 fnen ax waew fen s ) i
3O AT AR ¥ OATAF T EY 93797 AT ¥ LI qem §
o aTaTTT 778 T F

10 TTiET g3 mRam Y omwaoaT g fear ar awar g —
7R o 7 <O § fr amiaa met wmw w0 sngan agy g o faep
FraiTa 1 oA & wAw of 77 frar o awar @ e s g
wzd ® Wiaw @i faame @At g, 96 TR e ¥ ywiam aiz
fozmrm @@ @ amgAm T F@TA Fowd R e A fear
FFATE
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b

11. Fwten @ afawm w16 V@Al § aeafue Eag ad
fafea ¥ P sratg & aeget at faaty 78 far § 1 2l T aw § e
Y afiafae v o 7€ aeg 71 fofe A foav swar & afer watr §
ST ¥ et wfve 4 B3 T §, g e sy d g A
I A § 1 T wl W @AEd A snammeat adY § 1 e
Featesar ==t (Indian Productvity Team) w7 wrafear wmr, @3 @i
HRx Feo (Ford Motor Co ) F Y1 ¥ 39 77 & 7iA% THEiigaea
1 i S0 TFF0 X G € WY SOEA T 4% FET § qwwn on
T THR TS G War g

12 T @mEe & frm U 'R w9 f—feew aw om
(Hicks and Place) & AT “aaiaa sraaw™ 71 I3 0F ¥0 57
2\ A ¥ arntaa & g I sy 7 vy frar g
FETT & T I AT F GG WA 3 A fwar § 7%
S W AR AATIF INW FLA JAT TN T3 & v Sfeg avar 3

Flaq F IR

{Aims and Objectives of an Office)

faeft (Wylhe)  mame “smaiem § w@wm s & fafy
franit &Y §a1 oW E V' (The purpose of the office 15 to render
senvice to the sarous dicisions of the business) JfemRw oy
Afeast (Leefingwelt and Robinson) ¥ o} &} e st 3 sl
=7 quw 7 gy foar § & “smian 1 9fw mwem @ ey
TR N EEs e {ad gesey w1 § 0 AN ¥ auie 1
T ST feT S g

1 =T & SingrgEE a4 sfaw 9w ¥ g
MEAES T4 AT faT qamn
3 v =AW W HHATEF 97T i 3 |
4, A1 B A a7 T FLT T AT JA 1
5 wfEa wETT ¥ By L
6 I T & o IEAT FEAT )
7 o9 T F 999 w1 a5 3
3
9
10

N

|en W 3fug a39eET Y Sraet T
=rf et 71 avhie FE 0
STTATAT AT O AT T-T whwd e g 3



Fafan & 18
(§ unctions of Gffice)
rr TPRT TS AT Y il for i g ) afz o iy vaf 1
g T we7 1 T ges werft & oww oy § 1w gw g gl
FUAET W TOA T 4 Afant 11 efie o rratww Fowvd 7 e A
17 T % 974 frmosr arar g
v {1 am Fer wgan safar i
W ATTAE TF AR M ey
1 fﬂm’?ﬂ!’ 19 gyt maws 1w
(Controllng Or Primary Cunctions)
TIAAT T UT REEATW TIT g a1 ear i far=pyg o 9a a1
FY A1 1 RAT ¢ 1 T (Denya) F s rmten w1 wm e
Fram p W AEA P AgRAqE 21 97 T feITiy TV AT w WA
segg ez P @ fr waw wo o gmivr av oamReEm o g
w T TeAr 3T wafea g 977 wmafert g (qar st faemw
TR0 TAAEA gAY T frlt (Wyhe) ¥ e esmyfes
wmamtn § frwaw scafir weeer @ A ag sfeda qar wifeta
fayyawm wx wrfia g 1@ qareey @ e smmam F Pogag 1 o
rata T AL T A T g AN & par v faey s
1 g=an ard @ (Oblumng  lntormation)—sud (John)
v meT ¢ 7 fr wrafen aiwEgw 1 9 g &) 9 sl i mat
¥7 7geAqW AT Wrafer ga oany @ar @ gang | een g
crrnfat TrtAn & afifes afmr v 1 = oA T g gt
=) AT TATT AT 7O A vaar @1 st T A ol gamm
g W T BT rmafar s o s w379 91 aam
FTArE}
speamm 93 § ofafiw AT ST TewT A aT WA S A
o A A FRY TRAY A L DY gaAm ww A & s amataa o fafr
afrt 37 var g @ e war & qan el aa bt St ar g g
amiAs #37 ATN M T a3F N gAT orfry a2
TITRT R FANT U ATAR WATT N TT ST 7T G190 767
§ v wafag T & sl 1w fm oy a9t e oy
FATRET AT AATIA e 7@ g w1 qfiratar i amy cafm o
T AT A 9 T AT I ¥ g 0T T #0 I wer amiag
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@ WA FIE AT UY €99 F 9NN NI A 7 ueiEa Fear
%) gafag wis wigem (Mark Symes) a4 Froy w1 i featen
wraaTas T T I g

2 gEr § FiRs@ aaar (Recordwng Information)-—y=arat
N B AT F Q) wRIAL T T TT VG ) AT § FAT NI
7T agmat T4 fAw It & ww FEwg 7 T gEam) f sa) 9
areEEel B v U @ py wfetar dma ey s ) e o
ey awiEe § oyRe, i owfy, gead, e fraw
(Cost Statements) fr-wifz ¥ grafay afvdm farxfFATA 129
nfaxdt & Arerw ¥ § awus avg@ A= 9 fasm 771 71 w7 5
g A A U Bary) & yitaq e 3 fr afedm da @ s 1
av &t {2 e camr Al & waest At egaawm Foew ¥ g
TR B Al Q¢ afx R ufwrs vt 91 R & faey i agma
s 794 & qQAd g €, 1 ver ¥v3 fahg weva g g

w !z waw § & of afada farioe an st sraswsden
Y qu A ¥ faw & aw s 2 1 e, 3@ (Batty) X 3w avAew w0
oY uft faar @ SR ArRmade Y g §9 ¥ Ny ey wwoany
wfragt o W frae @ fag wimern ofvndt wr s ®m s
wigy wa sfade @ @, el Sl weesand T oawears
=gy ¥ fameag & oy fwew & a% 0

3 gumq R T (Aranairg Information)—satag g1
@mﬂiqaﬂmﬂmﬁmﬁ%mﬂﬁmwﬁﬁzﬁm
37 et WY W T T 99 FO0 T OF w947 w1 3 e
= figdy § @i £ 8, (1 ©F T30 0 s F s
F A BT AWM Y L A qgw T vt TF W g, qafE sy
Tt WY AOAAFAT & AT ARy e AgT T Y e sy g o
nq FMRa ¥ T JEITAT B Sahe A € Qe § | A
fafirg Tt & T, TE 4T RIS FT OHOAT TF SHST Fuafima
wRATH

TR T A OF R SqwaE § 9 s
IEF TF JQA F2A0 I WEAWII D W IGAT T w0y
Tt A 21| T AET § R H L Wed A @
= ¥ fae FmiRn A g g winfer ohafad 9 fgfe e
TIE E 1



4 gaaw gumsg & (Providing Informtion) —aET
Ta7 g vafy g47 enafeat TV AT T TAAr €AY &, afT
ANFAT 77 T FTRET o AT & | Frafaw qear 53wt ), o o
7w F oqa FTIET Avar €0 9 9T T wod s a0
FIOT A QAT AWAT & @A LN 9w wrAT gyt & sl
Onctge) B qad & Froaad @ 77 7 gwn 7 waaT yar wofa & 7 9
Hifrn 3 & ? gl arm & Praar fraw frac g 2w 3 fraw mye
HrY 7w 37 faw mndeit 77 qf A R F A fra sz 71 g
T2 Vo Mz | OAAT g A AR AT ar OTR oy araftad
qFAA A GT 1T T HIAT FIAA G | g fafae v AT A
arfie

5 mfidar A gifer @ar (Potecting Records) — 71t
Tt WA ATF A A 7R v o § 1 wfaed 2y adm
Tgemi ¥ fav it =X b oarn, 3w whaer ¥ fag qefr T
ary AT # after 9 37 wfadad g9 1Y wrEsgaan 9= A 5T
afwert g qv e aaen qr wafor gt gar fee
frapar wwar 24 g7 wfrg v 3§ faopiy 1w ofy 79 51
TFAT €|

o TRAH b wieAtaar 3 <@ar (To hop sty of the
Ditomthon) — s @ FF a1 Qs vy gedY & faai Ay
afqw 1 T1 AT T 3997 9¢ 0 TW Fg FIATAT FT OT AGTALW T A7
AT @ g fr Fawa g wrg ox wrfa g T aifera madiaar
I v | gy A 1A Gl wper @ v g e g oA
A7 o1 A Y § Fraad i fmar o gid 47 gear at fof a7 aga
7T AATT 9 AT E | wq wAY qmAm T Mgdta T It
Tl

7 @7 @err (Public Rehito W) —F1q097 71 07 717 7 JmT
TR WA AT e amm ol 737 1 a0 7T 1 afw
R ALTR Y T A @ty 1 3T oferriver W e aa
HASEE AT A 1T w1 R g d oy amiv v @y T At
7 AT & frar s aifgn, fr agT o w1 1o ey avf aean
V@ AN my wferer ® IR0 AT | T WA anT afoerd A
fagfw 721 ang ags wmm v wifzm o v eafE meger Fre,
IR LT Ar e
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11, ST FT AAE NG
{Operating OF Secondary Functions)

s A TR A g & o 2 TN PR TATTE FY T
%ﬁqa@ﬂmﬁ@a‘ril ﬁ%fﬂﬁnhﬂﬂmw—mq—m
f st 1 WIS TF smiar &1 freafafEa HAEFT ATI AT
T T T E

1. it € wdf, g T sfaan (Recruitment, Selection
and Trammng of Personnel)—TaTR & FTA H @ F fag
Py A AT ST § FAT T A SqH 7 TH A5
Fgafl a8 fdT FTt 1 A7 TR T LT T FT & g
i @Y =g aAaal T AT T TN AR T F A
msrfmmﬁ"tsﬁamwm"tm’\al

2. gt ¥ sueT 1 e v (Aranging Oftice
Lquipments)—%1% &7 g1 @ e AT 3T E 1 FEHET s
mﬁﬁwr%ﬁaﬁmﬁ%l T ST § 9T AE T T
forg 1 WAL AV et & w0 = wefiAl F1 SFE T 4 T
e 1 AT W AT AT g

3 grafe #Y geen wow (Muntenan.e of Asseln) TR
e A A @i Y e &1 aviaed AU F FETT 9 T E g
i & ARl §AREa et 1 geala §, 390 A FWET T
arfrer AT ST 3 ) WA FEA i Ao wad, dzm, qfeat, w i,
5 @ SIEG AT A & o) GUIT LA G & T AW A
mqﬁammémﬁmm?ﬁvﬁmﬁmm@

4 waarE & fag ¥ @A I (Salary Admimsirauen
1or Employecs)— ettt &1 6 TR ™ oy 1 AR AT
faq og St TR T @ wef % TE ST T A4 A
e B TEEE & sl § 9f9R 5 @41 F1F o 1
saaEAl AT AT B wE TEEA T g T F AT T,
aed, il gdy, ot A, 4 77fz FT AEFH TET TAEA T
Y

5 st @ T gefa w1 fraiog w7 (Determumng Othice
Procedures)——FWIT F1 FE T fafe w2 ar
1T T T S O TV T fFaT AT TR A DITAT

1 QR FTE T T aeARTT T veh T AT s 0
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71 Wt 717 71 facew froy qr & A4 wA 9 A1 Aatan fafe i
= ¥ 7gf @ fafera 771 a0
6 Tt 7 Bl w1 oswe 7 sfxda wre faffa s
Dotcraunsg Stundieds tor Office Stationsry and  Forms for
Ricord ——7TaIF 71 337 3f93 98l § wpAw 739 ¥ fag amta
T A azfy @ amer w9 ¢ afT safag Al qur aiewESTET
St o miEeaw ¢ oA foee ¥ faw qdm § famn ana awn @,
Ttz wefi A fraw nefz et s Agea e €1 Ty 9o A fifer
77 mar Aufey | T GFR AfOR aAE i g gw fafa aen
TFyezT T w97 3 7 fza ) zEA T wmET § A demyEs g
o A aFar 2.
mafas smafaa ) fra
{Activities of a Modern Office}
TS T & qumm a4 e Fa ¢ fr or arfo rake
~1 fr gfafea famfafes faam ) ovdt —
1 3faw 374 fafadi o3 v1ar3m feawst o fquram T7ant
afaea 11 fame 7om
sfrt gt Frzhm Aq sEwfon (nde) 31 FeiT

[WINNY

4 g v fadg o A AITEAFAT

a1 aag Ay 97, faafer, gaad sy FTE

6 TATRE g AT AT FIAT AYT FAFY AT A

7 TR VAT A waF #aif a

8 9T AT TR AWITA T7AT 447 TR AT 770

9 At 1 grw #var  Tefafafrreer (Duphetionsy 7341,

s

10 fafaq 5717 T fAa7m (Stiements) A1t af137T (Reportsy
Far F7AT A

11 FWa IR A5 AT W amA aw w43 T
wifx F1 %7 ¥

12 Frataa ¥ foareerr g 1 osrey Tam e ofaeed
Y ATET? A 71 q07 R Ay

13 Fvrias A% ¥ P4 srerr Sy o veAr A STAEy
F7AT
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14 gt ¥ adairay #1 Wl T, TR AT TN A S
fery &7 Sweredt A7 1

15 STEnEY QAT R UHTRE FVE IAET Av wo, S
TV ATE GAWT QYT 3T IF ¥ 9790 &% § (e w9

16 FWT g9) vg gl F) g7 A HIEH T

wTaiew F wET a1 |4
(limportance or Advantages of Ofhce)

T[S THTEE W7 OF WTCTAT FEAT A NEOTE $09 g 4 a4
Arqe wET A1 ey ¥’ § 1 S g T mRATE AT gRT S A
F139 wF @ QX FF o @ q oatees f w7
i A | ST Y £ sraam qu PR § LW Y ¥ g
FTTER, EFF a1 $aT1 genw ¥ auar omar § 7 4z T g, agt e
et & ait Ay a1t 97 Fraifea fear s £, Dfmt 3 s
2 T §EUY BT MTA-YEE 0T T 0

AFF T F et Kger g & iz 41 Wil awr & oo v
g NOUF wET T OWAR F ) T R Faen 1 ey st
T O Y AT § | oty et (Dicksee] ¥ sy & Femv g f5
“oprmrn § wtew w1 Iew @ AgeT & feeen fr o ger e
st@m 1 (The offices s to busmess what the mun spring
» to wateh) 37 L 99 7 sy ¥ Si7 Aw9 o awd) § o
AT M 7 99 A3AL & Hwaam o fan el S s A g
oy A ¥ A A af 30 39 B 9@ ad § 9 A e Few
FeRE ¥ ogaear ¥ vl & w3 W F O st wni
wrREEag § W A @ whvy wv g, famg TN D mmw 7 few
B el

FFT ¥ Fed g wevw w10 # 9 23} (Henry Brore) 7
ey a1 fF At &1 WR S Tl W avy Bt Wt o §
foe¥) srdeval I @ wEeryd &, fe e el R
W NTR AT ST ST OF ApeIRd IR 8 ) swiR T A
AFEIFT WAL ) v syEeaT WeIr ¥ I T wEed 11 A
=7 T 5 o gy e A arm et g

1. FTI wEA F7 TEEgy w0 §— T (Bermy) ¥ AT
ot ¥ g & AR qAAT N G o wAr §, IRR wvahe ama-
WM FFRgEAYy Wy vk AN ¥ @R am e whoer #
S axArEt § 3TN 47 T e § | s e S A



12

A1 Y FarTn T A oSl 1 eameifT aear AY e koo Ty
TrTT Y AT 93t € G417 Avdr 41 qArfw ¥ 4 @ KeETw
v 417 1 ug AT @Eaan a1 A g 1ok frAr wen T Rl @
tosvr AT T T Ay omEar gear ead § ) safag ed €, faena
ke U Wabson) 7 fwr § fr trmiem & faar reaey & ofgh ady
9% g a1 7 o aawdt a1 fara geng agt § o (Wihout the ofhiee
fice iy wheeds do not tn and siles of goods wd services 1 noy
poible) €T ¢ TTIITS AT a7 uT W A

2 fratwR ¥ |gus—TIRA8 T1OT QAT 9T AR gE4r
fantaA W ¢ 1 AEAT 1 AT T 91 agean & faar g ag fear
ST ATAT g | fAdea w w5 gare 3 gaman, afasar A, wfagdr
a1 JITATAT 99t g | 57 a3dT yaqfenr qravad & @) &t wwdy § o 5y
far afvads aar <ftsm (Luannowdl ud Robinsen) 7 faar g fr

0% gewafedd wwiag STEr # gUNA AT WA IO, Iy
1wl aw 37, IRy Tl T arR, gAay ywraneiay a1 fratfe T,
3a% afeqrdt @1 Anite GEET TR ¥ wgian seE s 0

3 fraidt & gfawr —wmn g3eqrr @1 fom iogfrar mr
v e | ag ag fafaa & fr graw fmar v oamar @ Sl gar
7ifzar (Luhagwell wd Robmsen) 7 o7 famg g @ “qar ama
et favaesitn widra froat & fag s wer swar § 172w g7
st aTar & fr 9311 31 faT @ gvafar @ samrar a3t ¢

4 fmam W vgEA—TRMT XAHT AT ARy qay T
fRg A ® AEWAT WA 17d € 1 fadY (Wyl) & separe “emiem avar
& afwfeEl 2 svar w Sfaa fosg wanfm @@ & ggoar gem
@V’ (Ofce assts company oflunby - terasing proper
control) Tratad & wear @ fafwa faard) & fan faafeq gmg gefas
7z g 941 5T faam 71 wufs afema ff Totaw 0§ ower g ow
ST T AACE vF AWAEE TR ognf A axa a1 mans g
¢ A TG=RAC T YT TH 97 ATTAT 9807 T e (

A well organted ottice b kes 1 jussille for boanper ent ¢ jlw 1
} ratonsintcligently 10 | U e 1l ons sto dlect s arely 1 follow ¢ car
\ - gresscurrer dy, (0 detin ne derr effecGyere sp anjtly to ) p1u
theacsults w th 1 uelay —letlmgwell v d Rob oy
“T ndy anticiblerecorh £ FLid st

—Leltimgwell wtd Reln
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5 oA & giaa—saina x5 IR B gsay ¥ fafea framm
& s AReRq TAIRE T RS SUTIET 9T § 1 ST aar Ofwwy
{Lefingwell and Robmson) & wfat frar § fr qw ganfea wmlay
Ry o R A1 O Geaelt ¥ s vafe 593 & ogwar e
sem g0l gl fedt Pawm Wowear F 9w & w9 7 g ar

sy U 18T 3 7T 4T U FIAr g afz fret ATt & T AT

SEUT &Y T Y, & Y &% w@aw I a1 a9 wear § frm ag A
it e @Y Sabs ot fwwn o ween § et & oaed i 71
T FTEE @ fa § eaeas oA A ¢ fenr & e
Frr argEaT 3 ¢

6. GG T FAT AT FT AZer v efersTg a7

oz fafws faami = fafiwsr gftad e w@1 20 g s, w7,

fom, sear o= T i o fonat 71 frfer s gl
SRR FET 0§ AT qen ET 3R R R & rw O
frmel €139 (Tem ) 7 slea & fear § fy el il srema &
wrqraw, favn, faa, weifmafor an w3 S agergd ol o oo ed
3 fory v QTG WO TOH AFUAAT FIAT g0

7 T REEE I AMAITART TT UT SERG AWM Am N g
froag sear & FI9TIF T ATNA G | THE WCIY T GY AT TS
FAAT & FEAE H7AV § RN FT W FTE G761 ¢

8 Tafrs femw- dwofaw foadt 3 g o v a7 wer
szwm ) 7% ofafsasy w1 afrarm FTR R Prosmiar A
Fifrsye =F s 9ed 7 IRgeord, wmYR, fywawe ofafem
TIHT O fANG AT H A T @ 39 957 &) o) SR 9T B
et ¥ WY ST FE I T w0 Y @Y 9T 93T ve T § gy
75 g1 (Forms) 979 w33 2 ) 57 779 7V wasasar sy £

9 TF TR ¥ NEH—IF FATIA T wphr f o 8, Pk
faar FAier ¥ wF A 90 awq@ ¢ TOSWpS Fear @A, e
faaay =Am, TR T I, 4% 91 9 7 A A grm e
9zdT §, T FvET AT T gaTA 1 €1 ) 59T 1w # v g7 8
ey fag o 3 St RTE & 98 wy tF srwEn w
fort Frafag wramry S B

1 Awclrgamsed office riakes 1t possible for the man «zement
caurd 1 e all the 2611 ties of the business Leffingu el and Rob ns~a
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10, s we—aafaT 37 ¥ g7ue ned sqgwim 1 S99
ForiaT 7av ¥ At FORIHIC U A0 R W E 1 AT
eraaT T AT GOWH, qT §T WAL, FAT AR ¥ TR 4T
QAT AT T AN F L ¥ wR oraaw F fan sadw fadda qolt B
TR 47 A D0EA § 0 LRy fa guat 3 wRfrg Wy qur swafeaq
T3 9 mrgeaaar aedt @ S TR O Ay @

11 ufada O gon —FEiAT g wy gl Wy e
Y ATRr 0 gz vt At ge wiwer A gyasgrar ¥l aefas
<o Bar & A1 @7 oY Al ot enfer w39 mgerwar vy &, AT
T ¢

12 fraw @ sfus et —aater o frad gy aet R
sTfgy wgeR mz W 71 T WERAQE 71Ny ug o & 5 mamim ¥
syfaa fgom &Y spaaTar @ Al § A W Fdad gar ¥ 3
g¥gg s @r @ fadr WY wf gt St ¢ oafer wfaerg oy 8%
S frr @ &0 vyvw wfime svamm 3 foufa i manm @ wd
2 1 TAfAT SOl T 71 wETa At @Y AT T g 0 wa v S A T
FY earr ¥ w@nd qF ¥AHAT G9AT THC @ AT § | WA TTIRY
aear ¥ gafr A1 GRAT (Report) Y R0 q3ar &1 Ak Y TEian
T qEEAt AT WEATTHAT TSAY § 1

n
wrataa warw 1 e’ o3 ww
(Ddirtions and Meanirg of office Management)

Frataa waa % w37 fage & ww v ¥ ofonfas fen
TAFT qHA AW g I 5 1w g adl 7 amlaw gaw ¥ a2 v
ag & g afedd gy ) vt gw T wgeAg aforaa A
ST FR | HETEETA TR KT A7 0 SRy 1 N a0

fafew redtaye wiv wilfew $37W%ez (Brick lnsutute of Ofhee
Mimigement) & ®YFR, * TG STEHT FY A3 00T § ST
T ard £, afaee dmR £ @ frdor 7, fad o g
Y marar w73 ¥ werfa 8, fandd Agmar X wyavm oW wyer @
a7 A S AEfRm 3 g 7 g, oy w1t o IaE e g
AR ST AN ey wAr & b

1 Ofiice Managem nt 1a that branct of management which 1s congerned
with the sefuices of obtamng reverding and analvang informations of
plann ng and communicature by meins of which the management of o
husness cafeguards ity assete jromates its aftais and acheires 1ty
objectives ~—British [nstitute of Office Manageme 1t
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ferya Far Afems (Lefngwell and Robrnson) ¥ AT
“gmias WA, TAY ® ag Fa am Maw §, 5w F e
s 7% § gubd g, s S N e QU fran
smr gt .

facft qmr A e (Wslie and Brecht) F sawe “wraiaw s
FRATY WA a9 4T @9 o0, T X Y 47T ¥ I99 AFATA T
R weft ¥ qm geT e tama s T E e,
qzFrdl, wefEY o o AT 999 uF fiaeg g o

R (Temy) & SR TARE M9 T A FRES I
5T FR, G, SEOY §91 fRAT0 TR F E A o Sfea ¥ 2w
o fif ST A wia F faa sd sm e ?

=T e AR (Arthur H Gager) % w41 ¥ #5107 w99
ol qTBR & LTI ST ARG HIAF T 1A &0

Famz (Demer) ¥ wElt ¥ FRIAT WA AAHHT €7 giars:
IR ¥ 197 e s agfam & oy A ow fefe s
ST Ao & o TRl ¥ 9 O STWW TN 3 FWrad 91
foco-4d

frew T @femE (Muls and Standingford) & wemET
 gratea wae fafire 93 o0 &7 gfF ¥ {ah Serawy § o et w
SN T T GO AT R T FOTCTE NS

FTg ¥ 77 59 % TRATIET 91 959A ¥ § ©€ 271 2
& ¢ sratan wae ag & o fas @ faF o watew & vt w

| < Office Management 15 that brandh of the art and Science of ranagersent
which 15 concerned with the efticient pertormance of office werl,
wheneser and wherever that work 1s to Le done

—Leffingwell and Robinsen

}  Office management may be defined as the manypulstion and control of
tmen, methods, machines and matenals to acheise the best possible results
results of the highest possble qualitn— with the expenditure of the leas
possible effort and expen ¢ 10 the shorts practicable time and m a manner
sevaptable &5 top et agement ¥ — ¥ glesand Brecc

3 <Offce 15 the planming, actuating and
of offsce work and of there performing M 50 as o achieve the pre.
determined objectnes © —Tern

4+ Offsce management 1s the funchion of administering the communication
and record services of an orgamisation —Arthur H Gager

3 “Jlfice management 15 the orgamsanion of an office m nrder £ achigse
a spearfied purpose, and to make the best use of the personnel by using the.
most aparcpriate machines and equipment, the bee possible methods and
by providins the most smitable cavironment

o+ Otficc management 13 the art of guiding the personnel of the office 1
the us= of man- appropriate 10 1ts € yiroament 1 order fo achieve e
sprcfimd purpose ** —3Malls ard Etandingfory
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T wriT fadlem &ws, Qe T qaT fase fen oA § e ww &
STt aan am @ wfew @ wiaw seoy watom wd fwan Ak
Frafg sqa §) fagqaig o 980
(Charactenisties of Office Management)

Foiad wau 9% fafam afoaaret o7 T 7 FEtw aEy
7 frafafra 3w wgeaq @y wre g

1 wward (Personnel)—a iy aI0 7T 999 990 47 & 5
F19AT a7 e bt 77 @ ) FHAr At gy ot & f for
w07 AT iy o T3 0 A war @ 1 ge w0, aaE a amErw
FET TT AT § | FRaAfra T oaw W avaiaw w 7 o o e
Ao AR E 4 afx frelt ent A e dy o i Fat
TR SAM | WEAOT TN A9 aRACA v 7% 7 § K 9%
AT 2TT gAr ¢ 0

2w 6T gila s —gmkm o q3v 3 P ageEm
faar g & fr g 77 WAt (means) g wwrfRa & 1 TE@bw oy
w7 AT dfr A aur e adt A iR @ e T @ g
F1aTTd a7 St 979 a7 ¥ fag ww fafae smufr aoe T w9
a1 g wt a3w @ fafieg gwe g wrgd, wA A, A oy
a7 g7 arAr A fafor avenr ¥ fsay o wdtaowfz 1
maErERa @ 7oy Anfrr wmAw sy A uT RgEq
fa1At g

3 F@EE (Lmwonmet) —y1471g 979 47 U WZEATT
T ag W ¥ fr D17 sFTI vty ¢ amevow ¥ agw afar
awfad @1 § 1 AT 1 AP T AT A § 9T 1 AET
TIIF §TUT AV LTI T TerAr §)

4 g7 fafema 373 (Predaternnned Purposes) —TaiTa 574
7z ¥ 93 fefewa 9591 3T Wi 7 fao qqor $vaT 2 | T T
T I WA ACN ¥ OIGU ¥Y v ¥ OpreeT 2d 0 T g
shazstad frara ¢

5wt g2 w19 w1 gF Ay oo § —Fafw g0 vn g
AEPT AT FT uF qiA 0F "EEET W # ) FIarIg 97 7 Aq7 7T
B AT fa wrew 7 ) APy T gTe A1 wEwa AeAT T AR

TUL & T @R ) sIen AT @ q@iar gav &) AEanan
ki
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. Fmtem s@u cgawar  (Fachiaung) SR G e
T T - T W uE Wy i og g T oag e
FY gEar § ST X QIR SO F I FE T § | FEST A F
SEAE A ¥ TR AEEF S a9 T 9T 7oAt 8 fed e
1 waEs ARAT & ASWR § Aww et

7. 9g S W Al A I A T Seay
e Az 3 Froag wesy A afEdw mEr e o fw i sk
21 o & fr “ertey xaw wEtts s@ast o abtoser ao aen
sfafafs 17 (Offce management 15 2 “catahvtic. gent” of modern
mamicement.) | TERT ST, SATHT TV TR ¥V ST Trabae
FIATE AT ATE T FAT , g qen Ar sfaengiers fafy &
Ty TN &, AN TGS 797 9w sfaw o & a%

§ wmiad NIY TR ¥ WEEH, WIRT @0 ®RAY I
FuT IS W e $AT I T B9 ¥ A 9 5
far AT §, 9 <IafErd FeaT ST § 997 SR AR AT SerersAar
SAAT AATAL G wOTR §art fry ary § + gy 57 o et
¥7 i 1 g9Aed f57 av7 § Praer e mamen 9 e

9 TS 979 IETT w1l F shw farms, aas, s
gt R At € o

10 5§ @ weuT AT a3 Mg st Aena E

11 77 g @50 § quera @ e & Sy e e g

12 TG XFY FAT a47 (T AW 2 0

13 Fataq 198 5 (e T, T a8 wEe A s
Lesin gl

Fata mm@ ¥ wF
(Functions of Office Yanagement)

TITE A9 F FL A G § T IS T 97 fralates
T AR wod R A AR —

T srafRs ar sy $1F

11, ey &t @ o
1 grafrs o smEneir @l
(Primary or Fundasmental Functives)

FAER TFAT B0 A TEET 997 %ﬁ *rrﬁwmrr—.ﬁm
F74 9T% § v 4 W @i frafafe §
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1 fritaa (Phonme)—frqas aon aatad g3er 71 qF
FAeT 19 WA VAT 31 Fodvary T awed et ofr wvf € frmfafi
Q3 fRarm g Ak W, fdtaw ag o 8, faet arragar
frar wmT & fr folt 3o A mfa & fag S ar | frogad
frer 7a1d g7, f67 w77 & U7 frad gwr frar oy

frYaa o o avr w3 1 ag ox alew afrw 8, frary
951 T & fn faeaa, (T ny dnaar 9 waegar gedy § ) fra®
17 auf w amarTy avAT w go afadm @ farer & qfagmeEer
Traiyg gt Tt fER TR A W R smo g mar i
afefesfa @ Tmtrr agey 1% Y fYsd 1 3 A7 9RT T 69
A A s & ot fm g o @war av fwfo e aEd
faza TR X T4 MA@ 30 4@ 7 747 WAy gsgrad A
=Y (Teny) 7 9faa g frar 2 fr Ossg fadtea &40 2 0y & e
w7 fr &0 1 o a1 ag e wfEanml w wgeer amar
} oAa IAR wren F7Ar § adr AR Ul geEdy oy saem
Tt

2 WA (Orgintung)—3 317 1At gEuT w9 A A
TOrER 4t ' 3T 490 a7 A at o frnfaE T AR &
ang fadrm ¥ fraramn w0 ¥ 13 AT F1 A AT §)
wER A1 akaq Frat, A A 1 sifar A 1 dva s e
71 frafv avR F 3 anza g7 AT faAd grEr TIAE A
famtfaa Tt &1 i 9T QT Awar ¥ wey e T AT |
famesrT 3% wrrar afawr § vt 2

TEAWT JTIF AT 7 ¥ vy 1wy aHafar v aa
w3 fratfeg w7ar § afrrr T s e ar farArry
T 71 o v ond whafry avnva w3oF s AT Afe T
s T ov At @ 37 3T TO0 TRITIOT wR A9 94T 9E
9T Trr v ) 3OS ATATE 4 0@ AT 97 €Y 9T eafis AT
fefema am fafas sam 97 Tard 0 fet eifw Frdm AT AvAr
AP A pdraEs ARETT R ) w0 wAT T 9997 1Y AW 7T
Frp At TIA A TIATE )

! Good panning ewph s ses prevent on 1 ther than eorr ction of delays ‘Tt

attic pated and det ie futsre poss ble d fMicokes 220 make previsior s to
care for 1 em —~Terry
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3. ST {Acluating) —gialers g ST ATAT AGFTILD
58 wATfdr W soEm YA watar ¥ we o R
aX 1 wmias awas A owa sdafe i s # ofn o s
ST Rt § 1w ¥ gn K O g wry s ¥ v F oA
TC ¥ TE FAT ATAL L 1 S WAA ;AAMAT ¥ FW wAn ¥ faw
wfAST (motivation) Y Y gt &1

iy 915 o 98 §, 5% avre & efiewe &y W Ay 13y
FetaTfcr & §ar 4 St § 1wt sy wfeala e ¥ g e
TR &) qqfer FET aedt § 1 I AaerEAT andii, Ay
Fartrs, srofas mfz &£ gve 3 2 § 1 ar0fos gewTand a=r
¥ 2 g Y S et €, e sl qan AvlEs arn et
FAEA A O T WG Fiew At §1 T T TR F frg w7y
qaIST MIRT T 92T § I AEAT F AT RT THEAT AT ) IR
=3 X go & afy orea A wEa @ arw & afas o weor A
T4 & fu swia v st awar 30

4, frmmm (Controwng)—#@iaz yray 71 wfaw frg woaamr
wgeagy grufer ae wEfel s faag sew g fas o aed
ag Ywr § e o fraifen of fofy o frivfom fefr & fregrd
et TG Y Ay et w, fralfor e wr afes ww i Provfm
foramslt ¥ gaar & AET 1 A @ 3 fawwa ww e
WA Y TEORA] W AT F @A v F fqu T fafiroar
wE R, el o wwers 8, ga Ry i g woarr e i iy
from wfeat T SR @ AT O AT (1) SR E e,
(n) Tt @ pArEa, (w) faaat w0 AT, qu (o) gaeeas
T | I Sl 31 3 A e sy s wa e
aedl ®L ST § THAT NEA (59 AFET § ag §19 o 99 w|A g
Y wnifed, i fawg o1 ok st % fawa w g, 5 5 od
el & fraaw &

FEET 5 I AT afowm v 393 § faw a4 awEt 1
fraten sear wifgy 1| 977 T FOE 926  fau w0 a1 axawan
TT WY, T A1 IVF Wy fhwa fafa ao o arl miza o qar
TEiEn ¥ AAET T9€ T T 0
1 Wi [T T (Secordary or Subsihry Furetion)

FTTIT 951 F1 395 afwa wrafirs #5567 § wfafos o rf
Trf Y w0 qua €1 SR A ql ¥ oager g —
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1 aRWEA 1 afav wgaean (Propu Amngement for
Coon vyt 31T T oy T we gorw o i Tt
3697 |WRWICT F(qeAr 3T G 4TIV F3T T Wiy sa a
(0 cemimg letters) @Y @ay e 999 wfaTifeay 71 adsmy 71 oriear
rrmaifed qar mdt fola ot 1Y aar mag g e agAem T Froe
—p1 T TR Gl AT AT WA ey A QA 11 a4n
w3747 AbIrfar 1 e vor wfR | T ey gren WSl g
g 1T afer a7 A

2 wratam wgfady a1 Fufrm (Daormiming Methads of
Ofe W rk) 7mrirga v o1 el fafem axfraqor oy
o 70 sma 1 Afar @ af i w5 Ty femr s At 0 wq wmat
aTar 7 AT aefaan Ty faulr T g o iy Tdan woad
Srfrar 7 TrE F YYaritren fafagr & smay avamr wfid o fafier
fxfmrw o Tabrs 91 163y g fafunt qrfy sufer faadr rwa v
d w AT Foalr we 5 Tw for sr e

1 TRicg A 7 qARmE aaae (Mdang Fitedtne
O hiw Environment)—TTtT 97 9 71 oF weeaqy v1a gz oy § fr
T Ay & AWETW T garuf i s T amEa
gara A 7T fav 37 ymter o aar arpavw gy i gae
AT TE YT I YT w0 I;NA avw @A i mi mik
Y smmen TN ) 3¢ Tmiar &Y fedfa qw IeT wmAaE T
griea 31 Y fang # 1w g@m oy v e

4 wmbm A FHArd ITEG e (Obtuning Personned
OfRe)—TTTE 97 11 FTTH FHIA A 21 71 aratm o
TR ATWT A R b m g ar O g dar gy
TRAMY AT T AT e Ay | af e a1 afaia f
At xgafat AT A oar vmbe g1 e F vy oo
AT E AT 0 A ey odbrfedt Y maerrat v vt g
a fras & g7 amabas qrarart @i frevam ook wdfon 7y
a1 Y fauifer o Sar b v frgam ¥ oo o 9y
TY g AT F At T A T frgew i fea ) g A
2107 IUIF wAfew IV ST A ITTA N ATR A

5 wafer ¥ AWET A wmeAr @A (Arngime for Ofhicc
NS )—T AT FFATT T F177 o f30 gope o7 apor at ag
=@t T Rl TR YT T oIT amArax 378 Afrr favr
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FWIG ) 77 SHIAT 93991 71 09T 5 70 5 fe 3w 951
¥ @S, WIS, wiad, #EA, a9 79 UT 97 999 F 5 I9AT
T Y | TITOGE F [T & @ 7= 799 7041 57 3977
FLI FAAT TT7T TT T0F §
TR F3° [ AZTR F AR
(Importance or Advantages of Office Management)
WA F EmET g@ Al @ & alws A doam
argtem % @ Saw wE=E #1 aoT D) 93 w0 §, afen Fonan § A6
w3 A fafd, ggfant, s o @ g & 99 A7 FEE
=R w v v "I &1 97 £ wrafis an v
T3 ¥ 387 g0 W ¥ e ow §
1. =ERM F AR AT TN 2ma (Newner and Havnas}
F agar, e st srmm Yt gwewn Ay g sfaiw swiay
REE AT R ow 17 Iw aAr el § a9 a i W asT
XTI G QY GFAT § ¢ SqHATF I ATAA F AT T 6T
mﬁfﬁﬂ@m:gﬁ@mwawﬁmmﬂmm
TF AR Ty, A yEw aeg sIaedr F A & ot wgw @
1 1 77 GG ST ¥ WEEAT F1AWIT E | WF FAT F1 AT
mxﬁmamﬁ-{rle
2. TRTE T TN ITSOL—F FT T T TRTw@
7z & fr ag sgeasn € sfag gEad geesy e £ oy W
T GEANT Y ATRATT T F 1 G K AT W AT T o
TRAET MW WEAT T FIT TG FT AFG § 1w qweE
NTUEY FY S, fawa A feafn O ot mpenq mEgET ¥
W | g OFA I S99 T F@T §, WE g a3 Avp
FFAE T I A AT g
3, st v W Prafan —Fies g9 sfEs d g
& frabry &7 S0 Y ¥%ar 21 39w ¥ fraifrg a9 ¥ aw & sy
& TN o I 9 iy A few WAt 7@ | g e v O
It ugeaqw § FF st F qg 5y AT § ARET a€ar w5y 8
TrEy
4 v gy ¥ fag weed gR——Fratag wEerF & ey e
T4l 59 RTATT F (A0 @995 GF QAT §  wlwry 99 TP {094
P A e enfig w0 qar ST SR & SRl w0 & g
TR 5T 7 g o &
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5 Tmiag xEl o afew ee § s —ag g gas i
TFAT AT FEROT & vl 71 SfAa T E QI At ¥ g
7 1 T adarfe w1 9T s, TRAE, Se vy fasa 5
7 fr 9T a wfaw = i fromga fran st ) gg g3 Y fafiw ave
7 3T3AT Tiaa gt &1 e T g 4r A= Ay sere
Y I ST

o TImred FRSEr TV AT —WAAT (7 wE-T wafas
frsga g1 wr ¢\ raw aftmmessy, viaisg & qAwfay 2 gom
a@far w7 9@ A A I & 7@ whas aawfar a1 anfsa T
S am FT AT oAgArg | wlt FEtAy o vl srafom w9 ¥ g
frgr st wwgT @ 1 3 wsA & Ay ¥ wniag & sy o e ¥
AEWE B |

7. qmataa ¥ wyfican @ O wafiy —por 7 vTy
FruE Aia g & g %5 ¥ Acn ¥ aatas & fay ow=y b g @
A T 1 faaT qepr aear AT ad pnav A gz v E ¢ g
g afvormeaes aeqr ¥ wfargaiorr feafe aaga 0 Sfwrda W
Afrer (Ledingwedl dnd Robioson) F mgare “fag sew faar areya
& & wdt wni @ awdt & 9E seR faar umi glrast &
amfad & giads g dar fEd arasd sk 7 97 gahm @ o
qral § 1 A wImiey 539 $13g whvd @ froag wmlew whda
qaty aar v gefua o ¥ el gfran sea W

8§ = guw w3y I A gees g awiEw ¥
Terfaat ¥ T R WL W AV GIH § | A4w0fwr w1 aw TIAAT
774 I W0 F@IAG F AT A FEEr §oqwd g
Tt § g, i Y grmar T1atas § wATfe @ weiie Tvn
s qzed AT § 1 T FAT FIAAT A3 43 3 qH0 FArfenr
AV LIEAT 1 qr H AT G AT 7

9 awn & awt } afe—wvy TET way T oF o g
¥ fr Ta% neat & avlt ¥ 3fz G 0 prwdw (Humphries) & w{AR
“a’m.au was SRAEAAAY q41 RIEH W TR TF o Iww S
REAT § WY § A BA1 ] 17 (Office: Management cantributes to
the protit or the orgamsation by providing and wnterpreting reports
stitsties and ofher data )



wenrg & fag oA
F TAGTA T FEAT F1 IRAT £ A A § Pt e o
e FAE B0 TE I T S 0T ¢ T 71
HgTF AT |
“Office 15 as mporlant to 2 busines. what the mamn spring to
awatch” Explamn the statement and discuss the 1mport :nce
of an office.
erafes Fa7 & ? wa FTT BT A 0w 1
What 1s Office ? Describe 1ts functions
TIAAT TA AT G A E | O S e &
TR Ya-T F Wged F1 qqTEd )
Whatdo you mean by office management ? Discuss the
1mportanct of offic: management for busmess concern
ot TEers ¥ Sl a7 feArT i sew A
Narrate i detail the functions of office management
Fwiag waa {1 ofomar Afag ) w@ia & wal & faior
FHAT )
Define Office Management, Discuss the work to be done i
an office
Frtaa A Rarex T AN AR smmm oy
TN W1 W FT |
‘Why office 1s Loown as seruice centre ? Discuss the importa.
ace of office nork 1n modern business
FATAA JeT B Ty AT X ATAT THIT )

Discuss the chief charactenistics of the office manage.
ment



FTatAa-dNsd
(Office Organisation)
The sork an unknown gecod man has done s [tke a veln

«f water flowing hidden undergreund, secretly making the ground
green ~—Thomas Carlyle

TT A AT % AT 1 i S e e FEim
w07 TR qrr AT § 33T T oW 10 @ aimt e T T
AT A T A3 AR e frey vmrer 8 vt an vheton
PRI I WA F A TAMT oAy afey eraur 2 wefan
¥t fifaq amer o Trear wrrzar 2ram & g4 A g o3 wfua
¥t faf=1 xrar ot mrret eran ¥ g wa A AR I oA A
e T gateerr v w2 oRfAm T wAm W Rt AN T
Aeafe 15 17 77 yu1 T mA frar 7

afaimd
(Defimtions)

TrrT A A Al vra f4rorraow wasy A1 w4
HARFATZAL

auz av afvara fafam frztar grer s wat o v et 29
SAEFEmA T AN AEE AT AAT IR (A system of Communt
cation) TFA ¥ AT TZ AT AW A wem fracer T et (A
means of prebiem schving} 7275y fr g ot A gfany frm gw
afrarrar 471 g7 44 wAm g

2w (Davs) Twar wazg w33 afvoorr ot oagr
gt oraar x fiimy amAEms STom At 9iT Py I werT
FrrEal

V *Asa group of people who are cooperat ng i ler the d rection of led lerst ip
for the accomp) st ment of a commaon end —Ral ph & Davss
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srfre Rz (Olner Sheldon) ¥ SIEATT, AT61 A7 a1 fafa

§ s @1 ATARAT Tt B sferdt AT W T Frl T a}% FE
1 7 v aditaa feal Tt 2 fo o T F1IIAAIE T T
m&m@wﬁaﬁmmﬁl’l

Seiw (Comell) T 7, AT T W U SAFA F AT
arafa iy qaTIEr iy @ 3R AR AAE L [ etk il
ST § giaarTE av

bkt sitAaa (Hodge and Jolwson) ¥ faE q, YgasT AW
3 0@ AT TrAL qET S T ey wfes @I E, A OE wfFan
%miﬂaﬁmuﬁfwﬁmman 3

Exea] qfcqTarsl o AT FH ¥ ag eroz AT E 06 AT
[Ekact ¥ grafra wiEdt F1UE T R fay g 1t T
T AR e oy wag % SE T 1 wfTaR TERAT T
wra g fear s aF

ameR ¥ SEw—I1LE GFrTaiE & AT X OF AR fam
LA T A T —
wg =afreal F1 98 £ <Y grer wAAT 720G A E
crzwzwfﬂ&‘aqa%ﬁ—é—ﬁ$ qreta ¥ FTE L

2 1z

3 a7 S T AT A

4 mﬁ%ﬂmgﬁr%mﬁﬂa%wm‘tﬁfmﬁﬁﬁw
wraT

S5 Taan afe wg s ¥ fawrT AT P Feom
SATEN
6 a—g—ﬂﬁqaﬂfmﬁ%rr«qﬂhmﬁﬂmgt
7 qmm?{@ﬁgﬁ%ﬁqﬁmﬂmil
s Wémm‘zl

|« Organtsanon 1 the procest of so combining the work which 1ndn
o e to, perform with the faciiie sicecssary far 1z Sxecut o0 that
The duties so performed provide the best channcls for the efficient systema-

R eoaiti e, and coordinated application of the o ailable effort
—Olixer Sheldon

enterprise and the
for use or service
—Wilhiam B Cornell
3 An orgamisation is @2 complexof relanionships among human and physical
recources and work, cemented toocther into a net work of systerm *
—1lodge and M Johneon

1duals or

;- Organusauon mcans the structure or form of an
e ement of 2l paris thereof xn a manner suitable
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Frafag ame (Offie Orxuusiton)—afay G753 TEAT
Frar & awaforr safam sramg & fao¥ @rr anatady ¥ Fl FIE
53T AR frar wwAr & fr faan Faieg T efuras ARAArT
arrqt fry s At

Tmatam g5 w1 wged
(Impartance of office Orgamsation)

arafa® qn w ATt w7 gerfier Age 1 uT FAET ATE
7 fART & 7191 w397 7 ey Fm i v fafee, aag, e
mife s 37w g7 A ot ¢ fafdaoy § awr § aar wdara
FTRATT a=AT & | oy ofemn rgeq guer TAIAT AT FRSAAT
IT AT 4

1 S0 e 737 (Increw » Mamgainl Thaene }—71
Tt mngA AmtET wIerer O A B T TR G s qEAr g
i Il A ez W Ans ary wfew ang 71 aST Qe &, v
2MEAT (Repetition) T8 AT ¢ g sooslt wads aAeA I I E L
a3% nfrarrres, $0W arar v gfs QAT aea § 1

2 fafatemer MNATEA  (Tncour iges Speerliston)—
FIATTT ATE ATIAT FF 0 (FO F AT 97 a8 =9fe T adl
FIH AT (ReBU b the teht man) St s § 1 fafirer frgar
ar @fs 7 fafoez v fear st 3 o water srn A fafirederan
T St T g

3 EwEm ®gfae (Fahote Co ordintion) —fafredma
F afrmrRaer avag Y amen A W Qe ¥ aew @xEAl ¥
fafaa famidt w7 wfawat  wstafedr ur sfgsfedt ¥ o wE
Feredtat foabr fear st faedr g gy & a9y qfon fae
ik 4

4 sfedr sandem & g (it Delesation) —d
e 3 % AR WY 27 w0y @ A 3 fr v aafs e wiAed
astfed F@E AR fafrz &) 399 wbmer AT sfw A
Frfur ¥ or7 afare ¥ aear g

5 ®IRE TR (Contrbutes o Moril)—egr FTHAT
ATET FAAMEr F wAtTT 17 oy 3@rar g wiveafe ¥ g Oy
afeFir fafems Q% I a9 sroy wferer 71 s AT S TAS AT
wNFT A gfg ¥k fAr g
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6 wnd &7 TEgsz fawrad (Clear-cut Division of Area)—
weE AfrETY o A o a-aa Faifa w3 T agoar fredy 1
W TE gEF FHAT W oRdd TR @Y R wsg weedl 51
o e

7. Fraeae & gfwr (Factitates Control)——sed® wfuarQ vy
FiaTh & 4 ffww ¥ owwep ved FEl ¥ famew A oFwer
amy WA 3 o e sward Faery &gl g
it

8 wrigmwm Nafg (Increases Efficiency)—fafaa 3w
Figl, aifaedt G2 W weEe § owe Alrery wr ey S xrd
seret # gfe §E § | wewdvwaT, S weAr @y rdgmear § gfy
i

9 wrzTard %t wwfts (Eradicates Corruption)—u¥ =gy
wmTes guen A9y wgatEr B uferd, freEm oa S oarlithr
Tl AT a9 N METEAT 93 FT9T8 ) 93 87 39 fueny ww
Zafres miewar (Personal indenufication) § gt aray §, oY &7 g5
aET qRAr 9% Ak g

wwfan dnsa ¥ fagr
(Principles of Office Organisation)

@' (Brech) ¥ st “afz frat amsw &t xtEa & fal Geet
ofeaq fafe ST AW swE §, A T8 FAAva fhgrw mEm ER
=lgy 1" FETE Aves ava & fae et fafiee fagvdl w1 i
wF At A T TR T yEtar e o By e Awem wy
A § TFATE 2 W UF ATeA ¥ fazw & et ax s
ansA & farufra fegr @—

1 ™ fagra (Pnniciples of Obiectine) “gmsd & wrw
Framt ¢ Sufanrt & 3w fafrea @r sqaem & w2 F sgew
=nfg® ¥ (Each part and subdivision of erganisation shonld be the
expression of definite purpose 1n harmony with the objectives ot
the ndnertakmg) | T4 #1GiAg qsA § waw fasm oy oefavnr &
S{w At AT @ ST WA A A ¥ e awr F oavga
ST & wET § O wifed o

1 “Iftreccas tobe axstanauc approach to the formation of orgamsation

structvre, there ought tw be a body of accepted pruaciples © E F oL Bred
Organsation  The Frame York of Management, b 12, L Brech,
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1 fafweitzr &0 faged (Pooaple of Specralization)
fq3TA F AT a7 T@tTT Ansd ) HHFaE 71 I A 79
+ <fierny 7 07 TREEY T1 3 o g w0y, i g 79 A
< fagled ¥ TMA ¥ @9 7 A7 9T #Q1AN I @1 AV aftwifrs
SEFAT 7 AA Ay SATIE

3 away a1 fagea (Punaple of Co-ordimation)~¥at a4t ¥
Nona nd Bul ) B s eadt ansat #1 afaw 97w wEar
® 42T AR KTAT AT § o (The tinal objectine of all organtsations
ameoth md cdecine coordmation ) T4 TTIET /AT & AT
Tt 74T FAMFAT W ATy S0 FAT WEET | 1 wifom
TEET AT § A%4T & weq famar o A aweas enfea fen
T 7 |

4 frmerm & famae @1 feg (Punaple of Span o
Contiol|— fFaexw ¥ famr (Spn ol Contol) 7 wrag sd =g
Tr IR RSAUA 7, [FRF 07 gy g AFAAn Q@ ¥ frmeny o
st 1z fag & afImET § g (Gracunw) €1 T IAR YA
it sfimrQ sam €9 & v i wfaw } afiw g wdeed @ ofiw
faiver RE & AwAT Y quEAr F fagen § ot s g efaw
(Col. L Urwik) 4 wrer ot & a1} fe “aemifumifedt & agras
Fdmicat T A Ao A & aar Ao F frea @ o wgt
w1 fras femn mar ¢, w b G, ag wean aw & areg @ v
g\’ @A FITAT G757 Y A1 §ovAiAr 51T T fegee
freAye T AT ¥ 3T M 4 eara § vAr F1fay
earent & fagrm (Punaple ot Defimbion)-—3az (Ta ler
¥ AAAT “oRaE BT N el feaft wwr ww & fafaa g gy
(Tacry posttion e aveny orainisition should be clearhy prescsibed
n writing ) Ft wiE F fra safw Y 3w s T § o saw
a1 Aan AT 0T e gl A afafe, qnsw § vy wta
T A= FAT TR R, T AT &Y oreE w7 F oo &7 S} wifzy
SUUART T AR R A fm o #15 f ue gy kg
FEAT A T T

6 wraw =1 Stafas fagea (Punciple of Sealar Organiatian)—
T AR A FT ¥ AT oAr A1 stawifon afrrr e we oWy
ifgy | FUie wwER WAz ez fAT 1w 5 A et e
sdAAT R I3 W Afgs wear N e 7o snhg s 1

n



119

Semfsif, frefaaiar or sl & sy aeged 1 e 57
et =70 )

7 =wEw £ twevw @t fagra (Princaple of Umitv of
Command)—3d fagi & 7MY “us @fs o @ s R G afy
Sl & Jan @@t F¢ wFar 7 { “No man ¢ <ene two bosses it
the same time ) @059 ¥ TA9 AN F o gv afn w s &
SRR ¥ s o7 Pz T ard 29 AfEd 1 19 oF & sfvr st
T o faar § &1 gy frEY S sfaaet ot 8 an e o e
T g A AT | T quS F I AT YT 7 A

8 witeTy w7 @frs w1 faged (Ponaple o) Authon v and
Responsibility )z fagra 7g a7t & 7 “sfirr wa arfoes awr
T EiH WX 17" (Authority should be coupled with responsibihity }
F57 arfucq fAMTT 3 a9 ¥ F99 QT A G aTI0 0 39 Fhear €1
T @ fag sfuwr w7 ey ey g0 ol atIR o
arfies Qrat wArwATer ® W 7o A7 A Ay b g arsd 67
TEAT A

9 wfy mfiem =t fagra (Pnnciple of vlumate Re pon
sttty )—z7 fgm= & " Cmdieedt & ww @ fag searenion
1 gfaw =fo €M1 s@Ew® €177 (The re ponstbelity of hieher
authority for the acts of 15 subordinates 15 abdolute ) Tufr
fafindia=q & fAgrT 1 90 T FET S s w7 f w g
qar afuwr aor Faaar #1 sf fmfer % far e & aog afaw
artae afrear & afFTIT S A EAT Wiz o

10wz ¥ frgwd (Poneiple ot Exceptien) —37 frgrr 71
struras Samfaw w27 F FewEwt o7 (F W Taplen) 7 frmrar | =1
faar § oAn i afafz & 7 § F91 7 frg et 71 afier
T T AN T qAT AT QO OF FEAT QA 9T o § o T
T TTRHAFNLAL T BT & qwigd 1

11 wr@w fdn w1 83 (Ponapk o Units of Direc
uon)—u3 T arFlT 4=« o A e s T 9k 5EE

Actordmg to this conccpt dec tons b ch occur frequently should be
reduced 10 a routinc acd delsgated to subardimates lezsing more armpottan
3 sues and execptional mati~r ta superiors VW Wartea Havnes ard
Jeph L Mass ¢ Management Auabsie Concepts and Cases p 41
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FEtar wnsT § @t faaw Froolt S i SgAr A
thA

12 wgewan & fagrat (Prnaple of Homogemty)~—u7 a1
AT qiza /YAl T fAQ 98 S wgraqw § fr awew ¥ fafi g3
famifoar & wfaFc ™6 gEL Y A TFTW 0 ArG ) A1 gET s &
afuFfedt & afezre & 9 7 e7vg | @A fies are wfarfan §
afere Y gam & g wifzg | wweeAr g i § Fat e i
fATTTR A g § |

13 wxaar 1 fagra (Prinaple of Simpheity)—FTatrg arst
T7 AT 7T @l ANF FQF 719 & fqeqaa ® T4 ¥9 Q97 03 79
AN AEAT T w0 AR F wiEw saw 4 W 7% Tt ama
B

14 froawa o fagra (Phaapic of Continvety)—~JTad &
sfrar & &t frea? <74t | A oF fratew aosw gar ol S
A §1 ram@TArdt @) AT qer AT A% € 97 § wnd
a7t it §1 R aear @ wwemramar Cy afafra feaoar ¥
qar 3 AAT Tiada FT4 9w wusy F ovmi w8 ann sufeaq
T

15 wgfamn 21 fagrea (Panwple of  Appropriteness) —
AMET FY GTAAT AL F IL AT AV e o AT § A fgd 0 7A
fagt a1 afm G4 (Fuyol) ¥ fear 1 §ow (Fayol) grar wfr
wfsd ¥ fagrd & o wWdE oF Wifee geq SR & o W,
AIST T JREFAE F ARG Dav =y o

16 A= = fages (Punaple of  Flubiity) —u7 arata
AIEA A QT AN G TREA ey e ranA 36 AT 91 9%
7 AT TT FALTA A 3T A w1 A

Fratam ansa & wreqt
(Types of Torms of Office Organsation)

AT AT TN ATET 79w greq Wiy QA gt q A
frfas g—

() FET IT 7 74WET (L ne Organis ition)

() ¥ UF =@E ANET (Line nd St Orgwusition),

(1) PRARRT 73124 (Funciional Orginisition) |

| T gaed W AW A afofq gyed a1 gqw 7@ fra s d
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WIER At Y@t das” (Live Organisation) :

W gwa AEn wned w 9red § | frgfes <fez Gy
ST STET T ST § 1

Fyerede (McTarland) 3 et “oat 43aAn v d
are gy 8, o wAw @ A fafr oy sEidsmua NI v ¥
e Tarfem wwar 2

o3 (Allen) & FEATY, "1 AT F a8 WA §, S AAWT
Hoza § fafes gemEIsEY 07 9 TEmieEy mr w1 @ afaEn
%1 97 farg a7 wgwdT §, wa X wIN H ged frvr S g frar
I g

/o dto iza (C B Gowg) & AR 1T 4757 ¥ “HfaHrd
@ zifaeEt &Y YE Sy aen 7 eag & ¥ S A A K 96
£, 7 Fis aftt o7 g ga & are gof @dr § A Al &
79 e ¥ foorr g A =% egfaat mard ¥ faed § aw w8 woad
= ¥ fagd § o T, 99, wefAat, med am a¥ 9 g
& g ug fawmr Wy G 4 FH THE S

I A 7 A Ad g w W §4ST 4 OF WA afw w9
£ < & aafes qt fregw Fwe T R 8« GRS R, @@ Afa
TR s afet Ay mmim AT ART A Y F@r
ady & mr gaew # wfasd wuw ey 1 ey waw &d g L WA
SET AT 93 wEar ¢ 5 S fRE &1 miTw & & o) vl wefea
&1 | 7z w1 grar § B 99 for afqasrir & aw et 57 Rdie ey
£ 1 Yo e WY AY SE GUE ATEET T g

1 Lane structore consst of the dureer vernca) relatonshap which conneet
the positions and tasks of each levels with those above and below
O \tFariand

1 “The Tine 1z the chain of command that extends from the board ef
directors through the various delegatitn and redelegation of authority
and responsibility tothe point where the primary actuimies of company
are performed ** —Allen

3 The lines of wuthonity and respenability run continvously shough the v hole
body frim tep to bitiom, as veins of the leat gatherto the stalk and many
)eat stalks 10 the twig, and 4Dy Twigs 1o biauch, and maay branches to
the trurk and ve1ns ad sk and twips and branch and trunk hase
pracircally smlar duties to perfern in the life and growth of the tree.

—C. B. Going
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>
6

afy FTT o1 s afwa’ ﬁamf_ﬁ’j;wqﬁr % I
T ¥ wTew W fafredirig At 2

= (Advantages)—ET ATEA F FH AT Al A FAA f
TIRE —

R - N R

~

& FER A A1 qeanr v gyt e i = e g
g AT G FUIET T AT § 1

T AfaEl 3 T S EAr g

gau faurg e fax ST axa &t

Frar &t =i frmeaaa g o @ §
AT Y aE WM T A ww I E )

ST JIET & ATTE £t 5 1

UFRAT e am A g

<qq afenTT g S e mnaEsAr afiea

FAT T FAT G

i>

TR W TR A TWEA 9T AT
SN ey Taifrg AT AT @A 0
AT FT STZAE T8 A7

fieT FERAAET A F )
THATRAT § T G705 1 GF47 &

F1d1 ¥ aaeaa A gaar @Ay 3

An (Disadsantaces)—CdT FTEA & FEr AT UE g wE e

SET A
1
2

3

<Y g @) frAtafam 7 —

anteg fafaeaay 51 aawE @

TIAF T SACETIR F 1T I ZrAT F )

TAR FFR FAF A 357 308 wnTEm o agaerg

Tt ary At & sEeEra w2 g e fe w2

K
>

AATA AT FF AT TEX AT Y
AT‘ATE‘TWHTW(RM fer) & 19 AT AT of T 9

TATH AGET UET AT L SAT F

6
MATE
7
Tzt ¥

iz i ol Szﬁl? T AT A AT g

AL T I AT T TS T I B erew sy
W‘-ﬁmﬁm?l

§ TEIRY ug wely P famw vt g 3 W THIET 52 FUEER
TR



g IR 1 F1F EAT an At

10 favgn syTam Al & fRT oAy WmT @A w{T
TEAL 7

sagwar (S vl v )——mrfe dar wweA d F{dwe g Wit
=l REe T A A A LT GR emamifgs gweT off @ IR
qafed g 1 3Ar @Y APT W Rar v Ry sy (Line and Staft
O, t 1 )Fft e amad ae framw @ 301 EfEm (Davs)
& AT @Ht FARIY AOET KR T MEAE gEmd e qawew X gt
w3y 3R Al Prar 2 o ager Yo arEnfas et &R
Frenge fami A YR A g 0w oy Tar Amed a7 we
fafree swmfvay 2 ) o anzt wwra feer gTonn § ITeE A
F0AT §—( 1) T¥ T7T 4T FY FvArT AfHF g 0 (2) FHTUAT Y AW
arfad 211 (3 31 fafdrem 7 oaveErr A @ {4) [T At
gafaT @
Torm &ar e /53 (1ice and Staft Orpamsatian)

a7t gé Trrm a7 f afemed 7 aRkenasrEr A wrsT
RSt fg A A VAT qaT FWANY ANET AT SIS gT ) 97
anst w1 ag wen * faan afmifen A1 oswwn ¥Fog Poog
frforrr @RATT (St J R R0 A 9ATT AT T mfaRr @it
Py ar EagA g g A 9T T3 945 7@ 1 Fro or PPz afs
fages frov s ¢ A w7 372% 716t woavar fafnez avme
AN

fax ay gar FRAT @HA
AT FUET
}
o A wA

V
g —— —— Fmim e e - - s
¥
TITT wferE
3

TR
E0 T A7 ©07 T AT WY AAERCE A A fir fafies fadgs 1
TR T AEAATTA RTH Q7T qbaw1 2 ==y a7 fawe aom &
AN ATy Freft AR (S 5 aver A AmR F frg ave
A
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Yt (Allen) & wrare, “FETd (Staff) ¥ WAy wust ¥ I
exfary ¥ & WY 3o AR Y w1 W (Mooney) &
ey, UaTed ¥ FHArD ¥ET AT s T § g &, SUwhE ar
frw g g g v

Azt o wgeR wfrE stfeqar & fcgmeee ‘w4
Pl &7 TEER qIA AT @ § 4 WgE ¥aww i gwe ffa @
T §, walE 37 98 & 9eT &% YAT T, DHAT, A T a6
e @t | fieeg 4 WA @ B AT S qOwed T @ e g AR
T SfeaRT § TIPAIGER STaaTd w1 AN FE SEE w1 a8 )
QfTTHERET, W O NEE §) A9 s o ¥ fag gat =Afed &
GTREE AT AT ], aT gE waferdt § o 9 agr ST F
T § | WA ¥ AT T S G SR ST, A AT
ST Gar ARETe ¥ oquws s g ) fenew am imae
(Phuffner and Sherwood) ¥ wamary, “@dard un wrsd & Far
w4 (7 G193 &7 A ¥ 1 (Staff 1s the thinking and planning arm
of the orgamsation ) FHaI #ILE 747 3¥ &, afeF WA T E, Py
TG T F4AT 4 FAT wa Afamie ot frdesar &)

Ry (Characternstics) —Rar my Fawt wied & fox aag
e E—

1 wm wfemfel =Y fafer wbafol (Staff) 31 s 3
/AT 5 AT R

2 fafigez FH=tFe =Y gong ol ot weafeey o 3 ww &
15 ST RV E

3 ¥ fafirr o wd wwT T q@er S weerd
Fa gl

4 3w afgsrr wdwfaly ¥ owwt #7 awr ¥ ofagoarw
TR

i A s tm Aa R
aﬁwﬁ:ﬁ%mmaﬁ’m Rt g
’wwa“rmwﬁ—rvamemsw&iﬂ%%

N

“Staff refers to_tho v elements of the orgamsation whick provide admc
and service to the lu,

“Sraff service in vrg:un(auon tmeans the service of advlce or counsel as
distinguished from the funiction of autheraty or corman:

—J:me: D Moorey
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M —ROr U7 TR AT T AT o fer A
T E
| A7 §7 11T AR 0F N4 TUA T W 0 agmEar w/e
TWIEN
2 ag fafrdiezw ¥ 19 FATTV0L S
az wfaaife & w1 A N6 41 BT TU AT |
a7 9 437 aRaat 11 farm AT ey
T waTRar et ¥ ara fuar g
¢ e q@ier TrT ard NS WY ST T Azt T MR
AT AT FTHITI AY Z70ar AT
7z fagafaargy 3 1
Ner vg 7wz fraa s oz g
) afrmfa 71 #haTa T Avaa &
10 wad @Y ot a3t a1 i weT 71 S e )
Ag—1 fafrez srmb v Ty gfreifear ooy arr @
T AT T Y AT
2 S e & 17 f4fwee anaifed 1 e awan vl
AT
3 frdy oy sfe 1 wwvmlt szemn Al A )

4 fafrz wdmifear @ warg o arene nTae @ Sar s
- FAANTA T Ffanid av g7q gAT g |

5 awtd fuemeT g oty T A Ty A

6 WA TIAT W W AR 0 0T qaeay a7 S e )

7 @z A AT 91 TETI TS AT e 2 oy mey
UL 7T @7 T 790U & |
fruwas qQUsa (Tunchional Orgamsation)

FHARAT W57 7 & 0 1O 1T 93 9 ¥ 1 wern o g
A (T W T ylor) 9% fagy 1t ¢

e Fo AT (I K 1 bnsor) & AT famenT gt
17 MEARHE AqEar § F3an wfaaw Y Tnv 9f frawnt fa g v
wen gFlY g€ AT IT gl 4 7R T % 4T T2 Frawr 07wy
wdmeat & weger agy ART T3 A F o e g e

-

PR
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Tt & SRAT, FRIRRT Y9 1A T A7 59 FHR Fowa
¥ ¥ Ay wemw waT R AY aF & sl 1 a9 59 of
f23 w1, faad & ar & R aTad o afz gew & e, 9 sTTE
ST SafkE T AT OF {1 AL F1F Fr wmr [efgy 17 S5 Aw
FEx ud svettw (Kooatz and O'Donell} & w=st 3, NiEoicc
afisTe q7 qe7 ¥ fafme shren, dfv@ian mwa woaliae g
AT eT faeT F THEIRAT B A A § gEfea 21

frare 757 T ET G5 1 g TlAFT 9G9I €T 7 ALY
T § | FrARAT T B XAT FE F1 5% G- WEH Il faw
qEi g W & weys wie W & fay gw fafie sw awn ets
(Speeaalist) frgws fomr s § 1 93w fafamr =fs =y seafay
s &) sEH ¥ franRg @ fEwE ewr § AR qQUafirw
w@ar g
FAA—FFARIAF TG F T Ao e
1 %A W% ¥ G908 § 5T T FE A § wen s
2 gA W fafae o9 ¥ faw uw e S
3 = fadas e E) o A fEm AR AT mfumt T
4 v fadir @R @@ fimeTE§ wow eAr o
il

5 weut faaud wad s fafee @7 F g § Wt g
fRagzm

6 fafrasi & Tifrcar w1 frevd wer wlErfedr q® mierer
IRT A AT )

WWR—1 W FTR F AUAL | (AT FT REGET A ST
ST AT

2 7z g AhET 77 fafrer AT aredr 7 A % A
FgeaT FT AT

3 faracTa i ran g

4 faxier 91 Framaas vy Feamns o a9 ERT 0

S wurw ¥ fmefn wrdt 20

6 fafeirg ser A At 2

7 ug miaF S9 93w w0

8 fralldt 3 CFEwAT AT AT R 1
A1 TE WA FRT A =T (Unity of Command) &
Pt & e 2

-
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fax—fromme Twie 8w

qamT e ’
|
_
5 GATTT
T
N, S
I | I T P
SRR fast Eaeiced farg | gfgasta
ST | bEEED g TIqF bercs
e
[ —_— i _— _
__[ | ] l i
3 argfar et afgea TR
fawmm e fawmr faarr feamT
| T o T
I | | o
] & q Ei a ‘

2 A i PO SIS 1 A2 AR AT § iy vy ) el

Y & Afuaha ¥ AR ST T ey §
3 ug g AfEEr T I 9R B o ar g gy

4 ag wsA fea &% a7 afedikear £ vae O g
W

5 A AEE gEAT WAGART Y 70w A 2rfy 7Y gy
E Al



6 T WA FI GEEH AR 2 |

7 ¥Z BT §EIT 37 AT ©F AT aqn g

§ Y wredt W waAf ¥ ATwy 71 A genm FhE A
ST

9 gy erfud sTm of O AsdT & fn uE quear aw
AT

10 T uwsy & weftedi § AgaeW @ Twa o sfor
Aar gy

11 oud SHTEifaeE & Ay 1 aEAr w1 fawn g g

SOTFAT-—TF FIR AT 80T 57 AEAEGT qEAEN ¥
SUGE AT ¥, 9T WA ST o faAw & g1 aan aw & fag
a1 F fae gate qr ¥ G&faedra o anms @

S A XET I9F § ?
(Which Form is Smtable ?)

Frata aTe § fag et wr fade ww T F wmew w1 vy v
A5 T AT wfew §1 g up el sE B wre s w
AT FF ATAT TT AW U [ATT TANT AEA | gmeg et owwa
T3H WET F1 9A1@ 79§99 Fwfatat a= 3 faie am e
e —

AT F AT

FmiFr ¥ g

FEATAR FTAAFT T AT

FHATE T AT U7 AT AT |
e &y faFr srarEan |

sty & fafim ey @7 s
becccaRakiiceill

TET FY AT T AT 97T

9 TEIR FEIET F ST TR F7T 5

10 #EF1 791 FE@q F IEL A |

=Wl Aol B AR Y T Al R ww o A
ST T AT TTT Tl

wiatay e =t sfrar
(Process of Organising Office)
TR I O 73 ¥ fag w5 PR e 251 § 1 e,

h’ﬂﬁ;ﬁﬁwﬁmgmfwﬂmmm & i B
srE —

P R e

0 = o W
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et g1 . T O amy ar A StE ¥ oam e faiwmal
REY T e ST R A S Fraiem & FifE qwAey ¥
I FEH AT TR FTAT AN

7. afaETd T AR (Delegation of Authonty )—WaT
wafeT 57 v T ¥ wAEY o woww A S =T | a9
ﬁlqﬁaaﬁ%m@ag’ram%wrﬁ F1 73 &k s e
TR TOESAE § 1

g wreEl wvawt F1 fRER (Determining Relationship)—
aragar fafus safwd % i et qeenn A1 fat <
ST ek | AW b fram s £°T, T AW F PIT T T
T 7T Y A

BT T fAREEIT
(Centralisation v s Decentralisation)

arafas Tl ¥ g wfafes sy o I § 1 9T SEEw,
erataT, S o, fEEE wRm F A ST, A1 LicgRECA
gy g HIAT a9T EIEm &l FHIET F Fa9 Ta1 TR 71
e FE, AT § AT TR G @ A A i e
&, foeg T wiaiwd ¥ €aT forar AT § 1 ST TIATT FT WHR ST
A, a1 I ey o ge frat & TRy ow & waw o g e
21§ | freg SI= ST ®T AR FTT A %, 99 T3 N wEiaa
74 ot @ew wuT § | A EElT § gAeEl § aag @ farr g § fw
21 &t FrEtEs ST 41 seas fom § A fEEIdER T3 wwn el
et Al Y A O N T AL E | R & faq o s
T ATER AZE 91 P AL L AT €A geaT 7175 [ATT o7 Sefaswr
% frores = frar avan § wan 7 faww, fay S, a1 faw, 74
1t fevn, T e, frvea frer wif o A frAm & e
qre AT & f A S A A qza’}%wnimﬁ
e, WA, 9, AW ¥, SOTRE WA, R
syay, i 1 S AT A F e Afz Pl oF de e W
Tz A st B, 1w ST dwwen Te s g ferai e
¥} FAT WY SRR SAw T § e #% 4 A g, v ey
3T Fratan A At A I

ST RS T AWy Gl R A o fEEew A g ew
FEAL Y I OR AT A AT S FOAS AT T Wﬂé‘q—r(?

Sy

4



12
NeqA g a7 arAr & maTr ad faamn w orn wya =1 @ e v
X TRET HAE WY oTaE TF TR L fr 7 T ol wreaT T A
frroara a frdy i farw v ama axd i A ¥ oaeafea A
syt @ was gemg ) A free @ oma A oA A
T —

FAmrem & oae (Aot b C o aton) THEITY
T yree i fymfafod ey are e ¢ —
1 fafaedtaear (S sl we n)—3 Teatan A T Eeda

arm e s g e erfT g @ et ant frea rar
| gt afvmeey g3 T0F 30 aT@ T O ¥ i T
v 37 S At fEvia @ v A faft a o afE
twaTr T TR AR war erzfaw enafan Wler snf o gaer
e re % 5 g At fram w w1 wfer T @y g & o Tt
T far o mrnafr frsfw e ot o farefiro TmiAa v
FToAlF FUTT T T omiaeAT gy § 1 afemasre ag sady
STRAIT T T 0T arAr Y A gt fafrer gr7 o0 e 1 7T 1y
fay w2

2 AT o1 gart faTa (lge LD wibet 0ol work
U g e o oF A g7 @ g froarartn T ovd g ama
frAvor =1 war g oy ww oaf T g wfar ar pw g W 1Y AweEar
Tgfs for A & fad-fra b & R arafer ol e
Amen A &1 AT M oAy o fropg faaen a gk afy <gm
7 g faqur wamy gvzvwer fror G on b wfer g
safr wr fa s aw e Ta) w7 A3 qeag 2 T oS T R
frane & a4 AT T T A7 R Aoy frm TordAr
T o ubr gfenar it a e o7 o9y feilrag@ A
A AR TATTIA AT v ad o omw e A 7T MY
ST AT GAR T W7 I TeATE |

3T AT AT (Lim 2 L Duplici o of wik)—
TRAATIAF AT ATV q o drar ¢ e Tg ol or Y aafer ¢
AXTATRE TR T YT w AT WAy r A
q7ATETE A WMAAEAT AN R IgEer y fow oo LR
APT T Foar amrE o 7 Tl AN e ad i v e anT
Ty fawrdt F qfet o foar s af mtn fr Bt Y

—
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Y framil ¥ 7g iR aved foar sR 0 T @A, A9y uE ey
T HATTLF 599 ST 3 1

4 gretamw ¥ s faftdm (Low Imwestment m Fquip-
ment)—sF Y w1 FAALT FHAHT X FAE A AT w wTAC W
FTATRT ITFL AT HEARAT QY & AR 757 54 47 fafria dar
sa¥ favda frafza waias enfee 7o 93X wow fawr = wmlag
F gl IT-AH RAAT STEC IR TIT T80 1 T 720 Y A0
7 97 faftn w3 a3 .

5. wdtwan (Standardnation)—rdt @ wF & dedagd
TIatEr § g9 & SR S SN WEE § fFur v awar g
EAEQ, PEEE W N A ATy B, 9T, "R A TE F
X W7 EY & | FEaE o Ay oF Fafeaa fawat ar wd Gl (Proce-
dure) fafisa #7 7w AFATE 1

6 frlerm ® gu @ @2 A &¥1 (Supervision in Improsed
and Costs Reduced)—U%F &1 4/ 1 FX T FHANEN F #1071 37
frérry sensa <ts Pean o aar § FOER 1 OF e @ gk e
IR AT X € GUR AETE TE B IIET G | gAY AT, WAF -
afell & ®% ovg 0 T ARy Y g1 ) & e afady & et
W HAAF TOL FCATT L | T STOW F Swered [Tms -
T wias sAslE & @l ot [awa £0 g63 g | AT ARy
a7t ae ami g

7. gax afxadin xweuw (Eficient Pervonnel Management)—
FFTFT TIRTTT W T FAMAG AT AT A, sfva,
givafa 71 @F alm fafim frar o asar £ bar gafae ame & war
& Taifs U wmafas & agg 79 @75 & wdard @ € ey e
FTEEA ¥ GEr aeTT Ty & WA § F0T wgh v sty F ao W
azg w9 A AL

§ watar mEt & S (Fleabihty n Ofice Work)—uw 3=
T FATTE § TR A AT 4 g andy g0 afy G g o -
WIT FF ST AT A FASTO AS-IN6T 1 7 TIATT T AT
Fquae W e suhr ¥ sdwifol 8 aom e v i
Srev & #0 7en o) o Tl F1 A v T g A

9 wfwe gmaw ¥ gant (Compansion of Individual Eff-
ciency)- —FrEy FTolAT ¥ AN w9 w0 31 wRSaEr @ AT
g7 A I L T g e A i AT gser ' e i
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A S AT 7 T antafy sframomt & el e
gz faaft £

10 TR AT (Plopa L olsien of Tune)—aams
TratFar w Fray frsra s 79 @ fi fasn g sfer w7 9 & gl
FITAANA AAT TEAT E 1 AT TRAA Ay gy Ov @y e ag adi
STIATAT 2L

11 @gdm vy &Rg 91 gfaer (1 abtes Coopeanon and
Crordin G0t )~ FegTr 77 FIIAT ¥ A FHAT QT e A
SR g UF Ay T OTWAT FI1R ARG §M g1 T gRarfon w
TIGHY FEAM TAAT ¢ 1 TR MATF AR ¥ o iz At &l
i 717 07 Y orfx 72w og frwm oA R wE 2
FARATTTT & A (Theadvantages of Centrihizauon)

Tufrr farm ¥ AT A A Tt e A AT
7 317 faemAar § —

1. vt frearga & famra (Dan 0 Paloimmed st Work)—
FTatea T ARAET &7 29 o7 faaray 9w aoian 8 2 ag a2
wt franw ¥ ST o Y o W AT REm A gen o mey 54
frat w1 ATdt g1 1 Al &Y o | frasT @f T

2 A w1 oA Lk of Scaen )~ fraw A
¥ 7l 37 T & fAe mEees o #4007 TR O oars ey
Tiwg fawm &1 o et TR amiem wQ dR s @ owe
TTATET ARG g1 L&

3 WA YA o ARaE (Rod-Opem)—37aTs AT
Nfeafr s Swag st S dranar g B o H arar ma A
Az AT A4 fraw & afm am owm QW AN THE S
T3t a7t ¥ e ANT O AT qar w3y A 99 § o Ty
TYRITE] TR Y

4 e 7 wvdgmwa @ Al v (Advere Tifection
e Fhaieney of Departmeng\ ) —F ety 77 wrgfrz Fram & fawenr
TT T TAFAT R TTRA 990F T2Ar & 1 o o A 4 o g
wdy v At feafa 5 et Y o AT 9% fedi vt o

5 ewlew wdmicll R fowda fer w1 s (Ll o
Lovalty among Ofice Porsanne’}—awr F1ifar 31 ey 77 foor
SO & AT T AR T imifen 7 frwmn T et & wfy faewr
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T & | T e A § 66 FAr ¥ I ¥ wed a1 g% g6 T 5
were fow g &

6 wwa xfemf w e (Opposttion by Top Executnesj—
T g T TN GNETS FEEA ST SEeR & T &7
%1 7aE w78 § fF e aad Wy froerw oA 'R g
<riy ¥ W QSR AR FvAT O ¢ A9 ST ST 9% AT
TAYT §ZAT E |

7 s awd wifa § fasvg (Dely o Getung Necessan
Matenal)—R=faga sraira 6 feafa & s fr A oTF o
[T ATy wrATRT WpET &, e wik W ad w frar w9
AT T A ATHG W07 &G 0 &% WOGURTATAT FO9AT AT
qEAr &1

8 = =3 (Hicher Expenses\—fawTa o7 3709 51T 7
TR WS QT ST A S A A @I Az T

9 wEmfcr =t mgfew = (4 Normal development of
Personnel)—Ffaga F1iia0 7 w1ai o7 fafasLiewg 6 T ur wfs
wF & 710 i {29 S TR &7 qUU 7 ) T ST O ¥l § aeey
T F S
foindreea & A (Advartages of Decentralisation)

faFeza Troted o1 = § weay fawmr o s s @ wesfery
T i & frore & fog Al weT ¥E el i Eatn
T2 FWAT 37 & ¥ feafafe a9 @ §—

1 T (Secrce) ~we3w fraTT & #ATT MEE @
= € 1 ofz FETee SET B A el e e Ay § Ar gy o
aferat 7Y T FTT S FETEE 2 S | 5 A W E A
3\ fax=lg wEtT T O 4 537 =he A1 & o A
2 1 T IO S AR

2 faawia frost (Deprrimentas Los o) —&5 0877 araag
St & & v BT 8 F13ias &7 50 T 999w ohw e
B STT £ 1 % ST I F AT A wma v Ak A E 1w
9 o7y faviniia T 7 atas st S wr qu e £

3. nfrmfolt #1 wRed (Support of offials)—z =T ¥y
Fraiys s it s i nd frmar 3 L ore FTamag & e
o & s{<ad F 979 T /ST G 2 | TR qw wwy
FRyFEr g AU



4. & I (Work 3 Poper Time) ~faspft 379 1
g7el tgarT & farera oaf @Y afer nedlar ¥ aTE Ww §ma.
Azeagd T A FEia wEw) dear (@ R T § TR v
T3 AYT FA E

5 @I TI WA gt gad (Swng Time and Labour)—=T
3 a7 f3wm & TrAT w3 fram B @ g A wid g, /Y e §
Figt Y F R swlar @ e A AMRREr gSAr AT
farfear ¥ ARY 07 47 I J9A FAY E

6. Tim Frmiz (Quich Decisions) —faFaias amiag oy 7 &
937 faam a7 2fan e fafr & owrw %' | kAT ot
Y wfzan ng gafafy @ fafea 77 qFan
fadsisTm & S (Disadvantages of l)cccmuhunm\)

Froia @at ¥ far 2w & 75 A ) serw A AR ) ST
797 A frT

1. fafasdeg 1 @ (L of Spacalination) —f@EaTY

778 A1 e A fAfrdy R oy aaEs a8t A e e
wN TG g 5 ogar faam i oY aw @i d o
Harfedy aY & Ay aRF v A

2 REA XA (Heha bapeass) T AT T "T
v VA TT0 AT A7 W s er @ o TeriyT =¥ gz amve
et feaealt & PO wert 7= THArf AT frafw 1Y A0ft e Ao -
9T TIVAT STTWE Y evgsgqy T 97 = 777 77 TrvlRT oot
EEERCES -

3 e afend o noult W Spaasd) T R
T T R T ATINTT AT v i T frivmm 4
fsars Ay 2 ’

4. ETEAR B AT (b Due ol W uk los ) —f3pedgr

A a7 S EA A oawew WA 2 oy frae 1 Tivan khgi
afrs a3 I Y Aw R oMt 5 seper :“rr::e? I E
WL TATA AHARH T IR T4 18 ATR &3 v v ey
= T1aN 7 ¥ T A1 FEar o a g )

5 @i o1 W (Duphcation ot Worn\ ¥y argias

sar A ar & fe 75 Al aTE S ey 2y afz

T FERITT A A 3w 9T ferm av ovr wwmey fro =7
AT
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6 e ¥ sfemf (Dificulty 10 Standardisation)—
farewar =1 0F 9 el g, ey wl ¥ owardson A R
e wr § | 2, wial, Wawed, Fdfahan, i@ omiz e
IAME T FH § TS 06T § | 4w fa|mT Fr svawet Al glewn,
AT, G, RYAT WK & K@K A TAfAT wd T vewn o

7 @fawita Fdt & wfend (Difficulty in Personnel Func-
vions)—faa=lEgd st § wiuel 3 e, show, ety mfs
fafaw Mfad & frutag w7 om0 of Themeat mdv ¢
frswd (Conclusion)

FEFE T SRR adr fHEFE A F T qF Qa7
oA AR T a7 w3 froad Wogay § 5 A @Y e v
=T g I &} AR 4T war § P 387 wala i ey
Fofmeoy fom smar § qur ww $EF Saw & faderror o ag
STUF HET B AT AAWTAAAL §F JA0A T HFLAFE FT EAT
fEW 1 N WA B, I G, ©wd, 0w, ghfer, foas
w1, et 3 g, sfee, wWefr mifx & st s e
fray s wFar ¢ ) P59 oew T & vl gavarston, fars frars,
T WEEEE Wi ITFeml Wi 3 eqwEar ¥ fawefiry fear s
e )

s & fag wer
1 TREWI A ¥ N wwwt § 0 g7 fAgEn 1o
HNfAT |

What do you mean by office orgamisation ® Discuss 11y
principles

2 ATAIAG WET F WAL AT ¢
What 1s the importance of oftice organisanion ?
3 FAWT aew & faRta aredt st i A
Dexctibe various forrs of office organisation
4 aTzE FET GUET F WTEAT avdT 4T a0 A
Describe the essentials of an 1deal office orgamisation
> FEIAR gAAT A X0 AT IR A
Dtseuss the process of office orgamsation
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6 womas wasw ¥ fafam weit w0 oaw AR er e
Frafes & fr oxrmmfaer wEE TTOTWAT WU AN SO
anwFay?

Dicuss the vanous forms of oflice orgwsition?  Which
one do you think would be suntable for modern office

7 mawy frast ¥ afETar & am ared § 7 SmTon Ty
farfraw § Ay aur g ar faesm ifsy
Wit 1s meant by centrilization of office activities D cuss
the advantages and disidvantiges of centralizition ind decen
frahization of office work



TG F A
(Office Site)
“The office actnaty slould be located where i1t can best

<erve the requiremer ts of sales, prcduction and other management
Sunctions > —Littlefield and Peterson.

ST 1 Ta1ar 71 FAT T30 96T F19a F7 8@E 5|yl
QT EAT T qFIAT T AT DA W PR TR /A
FCFTHI GEAT E | TS A1 =0 TS T Z@mEe® F1 aonaT
T § HR IS T OAE TR 3 e agy o ae-
ST A1 SRS O 2 VT A A, oA S S 407, s
sHar mww &faw T & W TSR § O eadd T Loy
FHEIT § T I FRAT 739 § agegd e A

FIATAT F T TR TR QAT AR @R qhm art
{Factors to be Considered While Selectiug on Office Site)

FAG AN T REELS W0 Z N T 7T oA )
FEY woa G E, SHRT FvatAE WA E AW E, T 5 A1 R
U5 QF WEANSY A°A & TWET ¥ M IS ST
araet 7 ron wifge ) fafrawies @ Semaw (Liddefield ard
eterson) 5 5% €1 frmn & F “amatea ot 71 frafy <5 fafae
Ty 7 faow samaaifar wen & A S I W F A @
Frfzas €XR A PN T HFEN F AW T 07
wee AT § | T 9N ¥ Fres & P T4 eggel o o A et
TR O ) A FRT B OO0 ST Ty T S5 e
fafeT AW cogell OT wow BN wA A

I mfew 923

1T =197 w7y

M st a2y
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1. swfas g
{Tcoromic Aspect)

gl gam (Bibl) & a7 Aam § 5 oalE o afe AR w5
ama s fyara qar faar, ST AE aramn g 7 (No man buldeth
a tower without counting the cost thereof, The Bile) 7 ara urar
FTafT & $4TT F AW F qEe 3 oft g T § A G & 1 ATaiaT
¥ ers A1 @ A9 aug @atfar meea wrw wifaw gy A @ faw
ST ¢ | qWAT 7, ag 07 aeraqd Teq ¥, fr aT e kA maww
7 W@ T W W LA T qwg miaw e § faer aay 97
< A el o

1. ®mA@ @ wa (Study ol Cosn)—arafar &% ap1T &
a7t garaar, qoar, Frerd o, wen g, aifs & oeanfig fr
AFTATE L 7T §F AT ¥ I D) ATt FRARKE eI
Trar feH | AT v aand a1 faga 37 ¥ qf A% waw & G D
AWA, IAF AAAM AT G, TG O G 15 TN ¥ /A 1 @ miz
TR A vEAr wifEd, qA WA oaAm wogeft gar wEy 1
YT WAFF W AT AR GEAYE ( AG 79 q2A AT WY I A AT
ifzd

afz fft g w37 71 AT 73§ aratan enfi w2AT § ar
<7 I R Fd frey o o Ren ifgk e 4 waw 8 A
Forar TAY Afgd | Al A & oaad {8 eaifea feay o waar
FAS 937§ Wi vg fred) 99 3% aeard) gt ar oY femrg Ay
ifgE

2. & (Taxes) ~fafam 2 1ar 07 fafwm @97 ¥ wafasy o gar
AT g Y Ay svasd 77 6T AR E L WAAL T TT A0
MEAFE Z171 9 FRay wiAT 81w vt av afy 18 a3 39 fear
AR, 1 IW BT AT LARCHT Aeqqd 7 FAr wifad qar et T T
A adt setan = R o g oA gl o 9T i
Zr7 6% aF sragr? T, FT ATt ¥ o A wvrre gro fafew fra
w7 &, A Pam-fam Y awd &1 gErgvmd wrer ¥ ffaw Trar aewee
a9 § fawe aedr aegar o 1Y T awAt g0 sagy 8 vy Ay
A E ) WA T &7 T SUIN ¥ veeT oy arfery A eard q fram ar
TRAT § )

5 qfast @ ard@ (Cost of Facilimes)—vrafr + «1p a1
AE ¥R wRg At Aan Aot v adarfe 7% gve g a9 aet
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pfirersit Y s 1 SR T AT =Y | s gy & A ghand
Y Tl a faw & Sl B feeg, wT 9wt 9 wifes g 6 /i 9
afyaTe § afad @ I 21 77 gt ghAaeh 51 a9 A gt Al
A T F q00EE 0

4, wiard Ar (Cost of Employee~)-—F4 €ara1 T Fwardy
Fieet T WY § 1 e, FEAr gAd ¥ ¥ I QW 0T I wfuw
foafi® 30 G=ATE | AT FAAT SNAW FIT TAT FTHINT AT
F1 9t gAARAE HeaAT FT AT IR 1

1 wmafets ags
{Functional Aspect}

FIATT &7 vy § sfas oz | neates Ageagt § 1 T
g 937 wiiaE Tay & Fvht fraar € 8l ot of, 7 b oy sk
qEY H H TR FIET g1 AT §, R ot g7 AT ¥ RO '
ST R NATR A Y § 1 TnnT agg W § wd wfinfaa § o ey
FIATET F G §F T S 0§ R8sy a7 99 e 8
Tt § 81 R ¥ A8 ) 1 PR IRea St 9 SAr § g9 A
1 exm F TEr ST §

1. sfag sd=fel % 3eafs (Availabiity of Proper Perso-
anel)—Fraiet 1 w0t s F frn 7t swv "war 1 Fwiy i
%, AeElcF  (stenographer) avefiez mfy #1 omaersar o=t £
freg, ¥o fafuee draar o7 sfe gX eam v Queew A @ §¢
ST, afy UTam ¥ € T § rmiaw et G onar & qy
Fraia & fy Swiw FdETR A fing afd) 91 wwtEE A A
¥ gAY WA 9 &0 ATRE 5 9 o0 9 st o
BRIT T %7 & 78T 994 THAN g S AR AuE a8 | Rt 9%
TR Y vy T QY WS, 7 7 weiey 2R w37 KA
=307 Xar &Y 399 )

2 uramE ®F giaad (Transpon Facihtes)—srrafey & fam
FEW TN S w6 ¥ | g, o adty s § St wRartat ox
WA ¥ fow vy S wiwr gaad s g zA & Adr @
Frd 3FAT g o= 7= EE e, fead o setart e wieas
T IIX ATH HEG, AW AT UA ¥ 9T FL A T AT U

3 wimfon & fag gfaund (Facilives for Personnel)—vd-
Y 2l A NG T EA AT FA R, Wzl o 35 T F g
ARTF T, ARET, A F S 3 qRemaery §01 orf are
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FAry Figg § Ay i aa Y wgeagd T w @ e
AN § | SagWy § fag, war adieAr, oF afamd ez, 55 ame
arawd @haar, wiz 1 afk wt & mar ¥ ol gl sore
&, &t it IER @A § | QY et i wsy wErd off mi @ 9w
<% § qar azar ¥ wfaw o3 ann aF feve d, v v a1
HAT § | A2 wg? ¥ fA ag ana Al ww A e Y §

4 gard wes, 37 2w Mz ¥ gAwA (Proumity of Awp-
ort, Rly Station etc )—FTaiag & =4[ 1 AT FIF FWA T TH
Fr e ¥ @ Wi 1w A & ano wd afe war o
sfemfedt s} artare aigt v ysar 21 A% eqqardt 3 aratay 9
EITAT T AR JATEAGE, Tq @203 T wuA mifz 77 fealy @y A
o AT Qifgd o

5 wAR giawg (Post and Telograph Tacthbes)—ayaiag
TAG JANAr T WEATFI FIG0E ST AL AT AW R
TR T FATA ARGETE & | 9 ATAETT XY €4TOAT AT AT WTF-
are gigardy & Frfea w2 ot @ @ @A Wik

6 meEr & fag giamams (Suitable for Customers)—aatTT
NI T F0G AEH A GR35 e TAr fyd | oA
ol e LA Wy Wyl W amr Aol ¥ A aF, an yaw
W wr A9 & Tratas § g ad )

7. W wEqEAt ¥ aE @ gfaw (Fasy to Contact other
Institutions)—F@FAT 3 FAGH T TG 0T qpeAQ AW Ag o
v & A TRl 7 wwan & avd wranh & qany <A ar A o
aft FETAT w4 A gearAt ¥ 7 age & Ry ur 9% i earfu 77
fauy arar § @1 W TRATAT @ PG HITE qAt 0 FP5AS AT 21
g FEie of) earfia 73 afgd wgt mem afeied g & st
fera @) =g i ww RAT @Y Ewrwwr g swgow ¥ Fm, el
ararR G398 ¥ @t a2 sfighedr & Tratar feafg &, A1 =vey e st
G ) 92 gwT faF A v R v amb 2 g ger
g ST I Y oI AT 29

8. wgT R adinar (Proxmnty of City }—az wrazaT 7 & fr
TR T A% AT R A AT g e, e wme vmA i At
Fifgh fr wmiaw 9z R F wh A 7 afr vt 1 srvemn k(R
aepr 24 aF | SR BT g0 aedt By qr a3 et i Ay
awd §1 87 )
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9 T T uatwar (Adequacy of Place)—wTaiAd wifiq
FR ¥ QE oz 0 o it 7 B T s catlv Prar
T, a7 ade amwars B fae i § 91 9 af g
et O} v wifea F 7T w0 4 FWIET o7 17 gare v ¥ A%
AT TEET T WA e oAt oy ¥ o ad
wpafady BT GUAAT AT 9377 1

1p =R fmwm @ wewend (Possibdities of  Future
Development)—$raiag Iy T4THT TW gRT STy faA B wea
AR A W H wrw Al | AEIW R @ § anaw ¥ owfaw
TN FY SEETE et ¥ freg wwtea 3w firey w91 aemt
T Y T AT wAAT Y 4wy HTT S GT Ay, frg Y erear
% afeada T B st wfud sdafel, stw wdfl st an as

11. e (Safety)-wiem efimm €97 9T g gy 1 st
W EH T agRaE A AT oy § A gr amar
77 Fratay gave dEy AT T g1 @ QAT e 1 2l e awiaw
afelt, faeeET TegAT ¥ MaT O FRAT ¥ 7T O SRR ¢+ afr-
e, TTRET qua gRba g S5

12 wmfa (Prestige)—Fmaian L = ox §ar wli ot e
Horf TaR akEnar WA E MR e w5 aR qe @
feafy 51 T AnE wY R wWIRE frma oul 95D aeEt
TRy AR G EF FEEAT AT S § Gt 8 ey
=

13 a7 fawely & wevr (Proxumaty of Other Departments)—
FTAT & TR T A FI T W AW F O T @R R
25 Tl o fowy & @i S @) fafmeder qwm deww
(Lattlefseld and Peterson) & SATL “Fraina w1 v won wfEd
wzi @ oy faww, smE w W NI w0 6 srarar 3 W
SR T2 & AR ey wer & oo o e o fem e 6w
FREN TR GV fo fawnn & o et enfy feat am ) S
Forfa & wmaion & e w1 e ¥ g g fedter e e fir e
FAAmy & wraifor w1 & wof qear ) ol Rt W) ged et A
TRT TR Y I 5T ST Wy ) g srie ¥
o A7 T S ARy o

14. 59 T3 A (Arr and Light)—smaian ¥ v 7 fagy
BT AR I QTR FY NG A AR A AR Frataw
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rq e qF EIAT WIE aEl wT amey g ey 2y afz gy
gl g AANRET WA Y AvrEAr av fAEr T e | o
SR T WA A wn sy frepafn Oad ad
FAT A TP T A egeat a1 ) Y 9AT A 7 v
arfemt
I wdmkE agg
(Psychological Aspect)

TR 7 I T AN G Aay i 9gg vl erm
AT AAT 21 TRAt A At o Fw a4 oww & oy
i3 71 ATHN {47 AW AR % @ fae £, g faane fafima
F1ata 7 £TW 4 wafad i R | am o it #f og atvft gerw T
T FTITIE T J==30 €477 E1

Ty 77 foafr g 7 qratea o aEeem e € aAna
A TRV 190 AN Ar 3 g ) w FEem 11 ar
=% 7R WENAT aA 9 o wE o il ) 9 991 3T TS
F AW A1 YA PR AT @I T OWE-n T aran ¥ afdm
A Mfa ) 37 @77 A 2 AW 97 faar aon afya froambo
Timyr feafa @ Fwafan o1 amawar aqfama st A gams
aza1 ? a@n g fafr At owen T ogwr a0 A9 AWERT§
nfeey @ AT T A G54 T Fevw 4y AFA1? A aeEr W
WA AT A4 T A A g ¥ At g7 30 auT fOR O i
eqfer F7A AT AW AT

T FT TR [LT AR R
{Site of Office City v s Towr}

Trar T TR i fr Aty cranfaT @ mow
TITN R A T o TR A A g 57 1 farew ww
=1 ZAXA FVIAT AT AT W I TV A TG AT
77 1 07 QAL FT HAT WA I 97 90
FEA A AT WA F A1 (dvantapes)

T W AT ACE 4 w7 fewfafar na gy

| ae gfand—Te v Fmrm 71 Mm@ gt
7 FPRAPT SE A —{IAN GTH I ARl O TIH T Y A—
gmEt s QT IR Il TN % AT ¥ AT av frefier
A7
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2. mgfaﬂm‘——ng‘rﬁ g, drar R AfE W wfrd
fmaﬁ%mmwmmm’\ﬁmrmaﬁril

3. TAR—OT & gL EScA A cond FrT S Y ST
%\mzm%ﬁwﬁﬁmﬁaa‘tmﬁil

4. ummgfami——srgﬁiw TATE § AT A T
Wi sr: FtaTedt F - A4 A 8 SHITFTES ATAT
ﬁimﬁﬂﬂmwﬁranmqgﬂgn

5. afweTgl @1 T aafas REAT ¥ A Brud
qm{\mmrrﬁm‘tﬁwﬁamilﬂ.ﬂzﬁiﬁiﬂﬁqwm
zqmarfua:wm%{mﬂ'\%m*wnﬁmmmﬁél

6 Wﬁﬁa’\ﬁtﬁﬁmﬁﬂ;ﬁﬂﬁﬁéﬂtéiﬁ AT @ E |
g Fwiam FEd T 3 for FORAT FY AEAFAATT AT A
{um’l‘qﬁmﬁmﬁmil
e ¥ i A & 2rq (Disahantages) ©

zraitixmﬁ?mﬁh‘ﬁ%ﬁmhﬁﬁmﬁasﬂzl FAFT AL
ﬁ%r:ﬁﬂfiﬂ%mmwzﬁﬂm%m

1. wraiom WO W AT § A T A agt
G 3 afc TAAT WG 5T fr WY QY Tga AEw aT -3
Fafiw @t GEE N afx aratr Fet e fam e @ &Y | 37T
r;ra'-rrrﬁrs{ﬁimfﬁfﬁ%rqﬁ‘aﬂq@?ﬁ%,w‘mm.mﬂﬁ,
3 T s R 3 1 -

2w TR T AR FINT TAT SIFT 1T T ST F=37
nqfew a@aryg) ﬁﬁrﬁﬂtimﬁﬂqwﬁiﬁmm
fEaT AT

3. Hre-re —wedl & sfee #d R Sg a0 H, 39 E
v ¥, froe, G H, ERRCT & el 0 ftears E'Y%a—:;
ixfm’\'zlmm%mﬁﬁaﬂ%iﬁﬁmﬁwﬁrsrﬁg|a-:.;
it % AR o Tl T

4. gl TEERT—I § TR FeEE, 59 AR R E
iy @ S W, AR A e A T o 8T

[iicutizial TTRETT et w1 A gha # TG 1 W W AN
mﬁwwmaﬂmgn

=i § e T e & O (Adantages) .
2o B T waihE w0 P AEd M H g 5y
frmfafaa ¥ - - " ESMA
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§ A~ @ TR W ATy | i b
Tk a {oa aE ¥ FE Agt T i ¥ ATt gy Y I €0
T ATTE AT wEE AT Ay §Y TR A R Aw vea e fae wrar g
T ATAVT ¢ AY ¥ A G TR0 W as T g 4 afz v frag
1 @ at < AR & g AY g f aw fray ox faw oAt 1w
Feft w < € afd 7R 41 9y AEgs T E )

2 e T ) Ani—mafT a2 gd v T §
sTAn A AT Y TTT TEM 4 R G A AR AR g wr afk
FIORE F FAANC T oaf wEar Qe ¥ osdady whiw g
SR gA T AT R A A v ey

1 FW AT Ow TETT WA FE qAT WAL 7 A |
a1 Yar A wgr d ) admfean A amiaa agad & frooff aga i
A @ AR T TOVAT L | A TR TR a9 AAR o 6 ITEA

A

4 TEm ERETE A T IR T T gar g
s om &Y efer A ArT aF QAT Yo ord aEEew { gl T TR
W ER R

s fafaw gfemd 0 syafy sea—nyas TE @O
=1 w f7 ol gfaae geves N w1 oaFd & @amE g mfE
g 3T &1 Y E

6 wum A fawwe—afz aaranifar 7e A & v ga
TN IR Ar & At o frmd arr g omw w
a w37 @ et g afrfew woer P e ef o e @ ol
st xquarafea o s Ay g et farrm fem W aTar g

7 awwrd Aifa @ aq—af- ayamfar g oy et
RN AGEILTEN W TN A 0 el awdr §oar pe el
FIAT ACA G A 8 ar TN A e fr & 1 A ¥ s
arfy  afromsrres Sy 3w Dwr wf aeim ¥ gt ae A
IRIR A WY
st & Fraiww waftw 571 % Aq (Duadvarta,es)

7= R a2 ifi a9 T gt F e g azl @Y gg A
W)y F g W amw wd —

1 o g 21 wmw - ¥ o w oy © fay e
7 A7 Ay ar A & v Aetee w4 gl 1 w30 3 Emw
A AP Fowwa & A w0 ol anT of v v e
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arg, dw, A A gad A seie § | m ol i e sl
=T R T wlemE q At 1

2 Qe FEWRE W wR—FEET ¥ e w1 fafrer dm
ary et 47 ATRETEaT YeY 8, ¥ ¥ W WA ¥ {afsr e
a1y efen vga & FW oTew G §1 v we & watax fafT &
% ag fars s A

3wy el Y g & a2 ¥ v, 23 =8 T
gt § ) ufurar Fmiar wgdr B & Ray R T W ww wEaTh I
aers euifad FTF 7 wferE Tww gt T

4 et @0 A F S wees Je @ wRE—T s iy
Aeq &l ¥ wrEieg TAfeg WY Soihd A S SRAT 8, #E 5E
g R & 19 onfw @wE gl w0 e § L AN § @ oe
SEFIEIY BTIT ST G L

5 fAend— ST UF FEY A IR TG T F ATHLIaT &7
TaEE & ¥ IR g ) Frend 91 o= §, 5 s 0 mm e
SIYE fom A Mgk, wgt X AeeETards  aar AT § ST
=t g T EY | e ) i F e 1 P da b
% W AR R T B @ i, A s ¥ ram o g
ST AT TIF T T ST wraewE JhY §

wwfem wam el gam R @
(Office Bulding  Own v, s Rensal Balding)

FERT WA §T OGT T qwa Tg G A ATAT AT g fF
FIrwE &1 Waw (Y &y, guan feud o frar T 9wae § oo o
yaH & AR §, G991 SA S 9g9 §3 €9 % gaaw g
Mbracfdt sT g1 Y gr 3@ & a0 TgIE0 d AT =
FeAAT T T T w1 A%7 2, 5 Awhrw v ¥ 9 a1 frwer atw
e g
Frelt s & sl vl w1 & o (Advantages) ¢

Frlt v W Fb i w0 b fradteT g e e @
aya g —

1 FEewargar of@dr—fsdt s ¥ Fmim corfy gy
1R F2 AR AE &, 5 w1 w1 wwmraae siady s
T E 1 7fT KT A A @ Y, A A A9 @ amere =
TV | THT A /AT |



14%

2 men ® cnfa —wg qem ar frst wqa wear Ft only 12
sEar @ 1 HEAT T RAE AEE ArW A AT § A qe gy vmfa A
2y grmrs zge wis sfosm fafen o e, sfead @A
fafam wifg 1% w AL & AT o geIfaa g ey aeia g aen
#t eoaf amAY 31 Fsy S g A7 Ay eAr T A A A T AW A
AT F ATATE N

3 wra a1 W —Foft w31 Aen P o o A A AT
TEATY I RET F AFH AT OT AN [ AT 7 §E47 T FA smaenT
a@ & fFud o3 Por s Avar 3 fremn froat w9 @ e wa At
HUA g @ E |

4 pmfeg fawr % srr—T7 fast oy dar & A A
71 fazare gErEY i faan s awar E o afz waw a1 3rg wm i gt
Tl AT 3% A AR FEiA & 1o it ¥ fear soawar 30
afz fed o A g W e Al g owaw a1 faear g amiie ¥
frears @Y smwaFar 2 9 27 ar agay g

s fegar—fastt wad A 7% F1a0F 71 a7 I =i Ay
FFAI TIATE | TTATI F1EAR 07 A a7 @ar

6 wgm Tt glawr—aratan or & erm 97 cqfE @A A
WTEAT R aeq wf1ar gl ¥ ) 37 7 9% w454 o7 Fratan #) gy &vy
FrAraEEar T A 5 1 4 Nemr vy wAE woget v qgT
FEAE

7w gfand —fft waw g A a= syaedr @ off gfaar
Al &1 ARAT T TTT WA A A AN AR T 7 4 g, T
99 T 740 €4 A g T AW W sy ety Qe 3
=% Afafes i & efada & srw ofww Dar a4 g gAY
F A EATAT A MTATAL A qedt 1 ey fadtowa b g g Ay
fraft it wfzar? & mwar afY @ e )

8 O T —amrm w1 0 oo e T AT *T
7 afax qefad AT 2 | WA w7 s wear Prak wrr e At G
23T W T AW FR AT cTaTdt &1 wRar w7 W s A
TAFT 97 VIR AT 77 ARAY
fesft 7 ¥ ATt wnfE TR & S (Disa lvant iges)

faslY s w wTAAS enfan v & Famfafag A ¢

1wy fafrin—ararmg F fro fly waw ¥ oqwand av e
TR Tgg 39 b1 A fafad gy g i)
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2. weewa wift ® wEmed—fel w@r & gt sl
TTH G AWAT TV SN AT FT W0 T TOAr 9T 9w 3 0

3 fEdR O e~ BT Y AT ' TE WO g A
& v fratea ¥ 1 awen & afEAd fwar st §, o9 waw 7 ET
gftady FOF 3% & 1 77 39 1AL 71 W-WIT i qw T8 gorr
qEATE 1

4. gt wrm & frg wfsa—SrdT swam 3 Y AaR s
FT WA GFRAT A1 ARAAT [ T ML T O 5@ fade
I 447 T &, 5 3 T F AT I I S A 34T/ F Mo g
w7 fafadm 5T a1
feall ¥ wem ¥ wwlaw vafE o7 § @9 (Adantages)

e & waw ¥ wrrtag enf@ s 7 Poatefaw wge
qHAE —

1. WEE T W A aAam A anen ¥ gfe—fror F waaw
T ST #XT FT TEA a9 93 &, fF S5y 11 Frted F A
AR FE [ AT AOETT I GHEAT F Fhew fAor @At @ 1 2N WA AT
FTEE AT RO &Y QUEET 3T o Wt g v g

2. faslty AAY UT SES WAE—E FEiEE O faq s
ey o) frar srar &, Y aear ¥ faiYy arel o aygE v i o
2 1 afa waa =x 7< forar s o1 gFEr fomm @@, & AR & ane
apfa @ T £t waT SN N AT 9N SEAE H A o A
frre S AT T

3. T ofEEd § wRear—siE a1 o wam § oA &
qfqd ™ ¥¥ AT AT WSH) §, dga WEE ¥ iR ¥ O 77 9@ty
femy o Aew &1 S, W Flt waT ¥ wer IO € W T ara
afeda & v wfem ST

4 R FatE N gl —ai g Fie e Tz & e
FTT S AATTAT Gl §, IF (90 00 9w wgfeersir fewd £
SRR T FEET AT 8 G awy § A% ST T 6T SaE
QAR T B A S g e 0§ g Aqhar
T E

S.aFan ¥ gl adt—uf 703 ¥ w3 ¥ @ siew
wavfa P s §, wwiAw ¥ waw ¥ g6 e gty X aeay 11 A
T R g Bl e Qe ¥ Frft Y wIR F qEam
[ GEAT &Y TFAW IST T[T 0
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Fra o W A R TR T © A (Dealvantges)

frog = qam v Tman et e F fefrfma dm g —

1 areare s e —ru ¢ 9Ty 0 amas enfm v
73 321 817 @z 2, {7 @ O g At AT el T AT arn
w7t arF a1 wiAT aat A A F fray, o arfaTr
L (A

2 arar from mr & wm—a3 am wifar e
frovar azm v ST O § 0 o w71 frear aarts awar g o fang
AT ARA T ATNE |

3 s ufn —a7 321770 ® 17 qreer Y froqamoa
mifgr 434 farmg #7 7 7 oofy 4 7T RO wmrd o famet 7t
Tt & AR T Ay 7 AT ¢ 0 e AT Ty vz wfar grit ¥
FraRg Afrerarr g A ar sfrv e 2w from oo
19 v 3= wfr Ay A g

4 et framr —rmrs 1o am freg oo ow g or Tz
T [UAE 2, i1 973 wiar o @13 91 1ga afar frem wma §
Ffr A g aer Y TH BT g7 avw frmnr e gy AT o

5 @AW TV RWWHA—AT AT § 0T aqq F1 el ver
7T AR Y AT T Y AT awT emEdr weferyerarfi ¥ o
TV FATR AR 97T 0T 8 AT 2 T oy gy 4y v s
qAWE AT T T AY WS TR A P

6 wfega r w wmm —rmt @ 37 17 afegd s v aEme
T ATALY WA g wa 1 oanTn w0 T v f o g
wfafer gz 7 1w amm o oma mfr 5 a1 wmfar (T T
AT

7 AEYEERC ¥ g a0 A wfey—fror ¢ art ww
gk oz Aol & T 9yt w7 oagm A e 2o oy
ufafer e afrady ar T s = rar ar ar T 8 ow 7
wfaam 71 mun T e Y

frorg ~fr Qv anw o o q97 9 Tacw safE T T A
Z191 ¥ HITT A o1 2 7 fah 937 9 Trmew = vfon vy
v oafir A 1 Bl a1 frg gk wa mifr g
fafmam at arrErAr e 3, ar folt Jt g e n T fav afza
FE \
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s & fag swa

1, FEET & & A 5, 90 T B aely Y efeeng w0
=g 7
What factors c<hould he taken m to consideration while
selecting an office sue ?

2 o FEET FAGTA TR W AT T F Q- 1 g
AT A
Discuss the Comparative mertts and demerits of localing an
office exther m a cuty or 1n 2 town ?

3 flt e g oo & waw ¥ awien enfi 5@ ¥ S
T PATRAT T4 HVH L
Give a Comparative Statement of ads antages and disadvantages
of locating an office 1 an own or reatal burlding ?



At faatea
{Office Planning)

ufag wa A rifir vy frerage wmies dand) (Arnold
Ty b & TAATC T T A qu d e ag A g g7 8o
STARIE T AT F TAIF N T AT T T AT Ay U H
a3 T@E T AN g Ry 7 2 BN e g 70 gar-
Fu g € & @ By qrara e

fadies 1 afemae g K (Dfintons wd Mameg)—
FTE qE W (At 0d R v sval) 7y, ¢ frar
& fauifeq afd fafmarage 20 !

F2w T IR (Koot nd O Doundl)  miaw,  fas
g g afrar g folt fror 7 s a1 faafeg @ qan fantan 2Y
T, A a9 77 AT wymar g7 gwfa Ty o2

ERT (Humw) T 53are, v femt I 8 97 Qo Frgie €Y
frtaa g1 2

7R (Hut) 7 s,  faavas 7@t a1 g ar afm
fraiay &, s gt ffere afvons sy Py sy &) 4

AT |, TH a7 T8 974 5 5 foie o avend wfaen &% frat
o1 g B froRy W E 0 oz ag vfalw & faes oo sous oo

-
1 “A planisdetermined course of action —Rast and Rosenzwerg

92 ¢ Planming s an intellectual process the conscious determination of cause

of action, the basmg of decisions on purchases facts and considered
estimates '’ —Roontz and O Donnel Op Cit p 21
¢ Planning is decading 1 advance what 1s to be done ** —Hauman

“:planning 18 the determunation 1n advance of a line of action hy which
certain results are to be achteved *

-

—Hart
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a9 T A g aweid FIR § 1 qg w wifa Frata
éfﬁmfwmm%, = s 8, few s fom SN g W
frrw gt fem wEL R 1
frorat & S8RT (Charactenstlcs)

m‘mwﬁmﬂsﬁﬁﬁvﬂﬁ%ﬁmwﬁmww@%%*

1 ﬁmmmmﬁwﬁw%ﬁﬁsmﬁtmr%l

2 oy qdfmifa &@ gk §1

3 frata & dfvas wrEtata g E

4 g @ Ffee woan fear T &1

5 :aﬂa-{quﬁﬁmmmmz“man

6 g frceas b sPrm 1

7. Tak IOl o1 W, MR, FRE sfafest =1 farm
sofoa g0

8 STy i safETd A1 ST GTd WA SR

o Frftom ¥1 wgd aww 9z § Fw gAl gA0 ¥ AIAR qfeada
DT

10 uzqa:wraﬁ%w%ﬁmﬁiﬂxﬂmmmg.

e frdtaa 1 RE—FEE o7 A1g FEk 93 R
= § ated e e PTG ) S Fratan fars i
e e Y Wit fwel A1 A ¥ i swr e mew
sifafiy § Fored @ra AR JEER TG AT T TG F IL A F
Wﬁqmﬁﬁmzl ng sgEal wian fraicg 6 a1 fem
ST 2, F9 FoRAT AT, g ST Fear s g W feas @ fean
HAMATR

Fwiem foeE F g
(Objectrves of Office Planning)

| gAeE S 9T FINATES GG q9T I A1 augy
FET |

2 59 ¥ P ad T maTReemTe TOT A TSGR F aas
SPg8 TN

3. Sfaq o9% ¥ SEATARE LT 5 FTAT

4 werr & faawn &Y sifae T2 Y 391 ARG ST FAT |

5 RAEYE TEETS enfid FT00

& weed ¥ WETC ] AV ARG S F@T )
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7 afry ala A v shva v dirn

g e T T frdve T
srrama wlag e 91 wEEe ad
{Pre requesites of Fifective Office Plam g )

gt f e vt A P el aen v
T -

{ Tz it g T (Woll dadn - d Ob cotives)—eiee 38w
Ve (AT Y AT AT o mer fraterT 37 e
= eer T g T FAifET @ e

2 A (Smp! ) —uT wErTT VO swmend a1 g
ATTITT A 40T 7O T AT AT ;” 1A LAY TTA WA e fT
T T AT @t e e & awe | amfrr afer aaatr
30w znAT A oy i aeeT #1 etr efw (Dwis) 1@ @
fare 3 fr mdm e & ad wwt v st frega s fraod @
srEeTat AR ¢ a7n FaeT v avsar g g mAr sear @

3 farga (¢ mypich navd)—far e fasgr @ mfedr arfr
e w e g e 9 end gafert wer ot fEvsT W T oy
wpr el oy frd v mf o i3 amm P Ay g Ta e
arFaE Fil

4 = (it or gared fET T T wgeagd asm
77§ ¥ frorg Areirt eny (19T T eI A A atey aw & fr

fr faar v warpnte T mem A5 AV E 9 gafeat wevmn T oA
famtrr w afeads T araey sfan (Dwn) 7 w1 w1 ¢ fadioe
s gt f fad fam fred waw mer g ameren @ pft @
ar Tt gd afkfeafat & se afcataw feor @ o

5 wfa (B nc ) vr arred YT T wif dar
NETrmaars 2 AT 37 9 qf 2y e & sein o qof o0 A
T AT TEr v e v afvon T o e g T

6 formd (1o nomi 1) Py favrdt oD Qo wfEy
MOT 0T AR AT 2N g oA ety v e omfge 0 qrr §y frAe
3071 77 ofY T A T e 3 37w favoafryeqm R frdy e )

7wt (Free from Ambiguity) —07 frars o weer 4w
1 foor o oY werrmar wd) v Y vf 31 wweagn o o o Frely
ot TAA Py gt ot T oufy yyeasdy soera e et



g wfi 71 @ (Futum))—f’}ﬂﬁi‘{ﬁﬁﬁﬁ%ﬁi kol
1mz|ﬁ.@fvfmﬂaﬁam%ﬁm TS TE | A A
@aﬁmwrmm@n

o. fredmrd (Pamupahon)——@ g fefistt ¥ Frg R
i TR T Y W Frism & A wATE ¥ Suad af=
e ¥ W ST S e | vy fm el @ fARE
ﬁr’ﬁmﬁmﬁmﬁw%ﬁg@a{a ot %a % wgT (bon
To\\er)ﬁ?ﬂ%%mﬁnl

10 g (Practicable)— T cargy b s
w1 KaT fET A afe frs &Y P -t T A E A
e =T & ewd T

Fratea fadvem &t s
(Process or Steps of Office Planming)
thmiﬁ?ﬁmmﬁmﬁﬂmméqmﬁm
wﬁmﬁﬁﬁ@mﬂma‘ﬁ’r%l <@ swar & smrm fd
Fafer e ST T §—

1 Giﬂﬁﬁ frgic T (Establishment ot Objectnes)—
ﬁﬁmqfwﬁmﬁtﬁm & secdar Feiey w6 Fer
z.ﬁmqwm%hﬂﬂ%?{@ﬁﬁmﬁ%mﬁ@|
e et uF Se-fATi %ﬁmﬂmmmﬁin =
izm%ﬁmam%a—{ﬁmﬁmmvf@w{ﬁh
mﬁmm%ﬁﬂ{riﬁﬂﬁ fafea caey To BRAT S ST
§|§a%aﬁftxﬁa‘{:ﬁ1ﬂﬁm TR A @ ag A e g
wsz‘@ﬁ‘:(rmiﬁfﬂafﬁ’r@ FftaT 77 stETFar gt
fedt Wﬁmmﬁwm‘rqﬁmmﬁl

2. geafr Frawt ¥ wra A @ el s weAr (Obtamn-
g complete Informauon about the activities involsed)—FETsm %
a{aﬁ%ﬁﬂ?@%mﬁmﬁamﬁﬁfﬂmﬁ%wiw

& STl WIS ST I ¢ 7y afufce, @ Foomt
a1 qE &) s PRATAl | S g, @ SmETd d oFen
T A § | 3 T, shreqd] geant 3 sl @
W.ﬂmn’rﬁﬂﬁiﬁmﬁaﬁaﬁﬁl

3 gEArl F e @ fardmm o (Analysing and
Classifying the Information)—¥Teq SEATH T SRET AT S
g R T S FA AL T weAT AfET 5 o qEAn 71
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fadvar A IS EAAL S I AN 3@ AT N7 gETA UT AN
mrenfier A ek @ P T frsoma T s

4 Fae ) wrmAey ) ffem e (U oblehnot o
P ora Proms)  fafts i fre 3 mrrma T fifa v
anT A Y gErTT fonT A Y drd @i d v madt
frtor faar w0 > | T3 weETE AT Gy fasay fra ar e, 7%
T O TXAT VY ¢ AT Q0O AT g fr vy 11 safir v
aTS qEr AaEE 9T R0 w1 et 9w 3R e 11
FPIT FO3T 37T JF AT g |

5 grfar Qs w1 faafcm (Detommng Alrning
o) frefy ot fay v 7Y afae w1 3 & oS g dvferr foae
AT A § 1 e q sVRRE (Woontz nd O Donnel) & g0y,
gz ) st v Pt fror s @ G« faeew W Q@
0wy oy BT ¥ fag g drfmr vy @ fanie A sy
ot 37 9fYT R UR AUETI F W T ST AT o

o fred et SEEE (vl ton ol Alernaine Plins) —
irfr drsarr § Fale ¥ oz or ftes o das o g
wergd 7var @ A drFmr Nawrd 11 gErEE T g 0 FnT TW
a7 Ay AV e A snr g mafv wd fagen frava frd
T & wen A1 Aamaz Ay A 1 fropfEre & arn Y @i
TR ST G ATAT P ST ATT O I W @R qewnd T o ;g

7 wdfea fRllaR Tt 9ATE (Sclectin of the best Plin) ~
fRaeit T gearra T 907 Aatay farew 71 A fram s d | sTEaie
7 3an ST 5 avr wafaw frfvea or @ farer § e A0 W
Bom mw & afes Freea) a1 s from amar @1 ol afderft ¥ o
A fared ¥ @ NI AT awes goo el e fatar ¥ framant
& flt 53w A arr snfew Ty

§ AgWT QAT T freato (Tormulation of D une
Phns)—u® g7 ataar ¥ fwtg & qvory sar faarmay & gt
agrT Ay T frafer % masarar axdt @ o gt g war
gdt v 2t aF

9 frurmaw A o W €T (Getuny Cooperition im
Exceution)—srsit fdiaT TN AT ¥ @ o1+ ol v w8
@ & 1 w=3r fadysm ol sy afoqe ¥ 8o safr oo fravrre
3 ot @ sten ¥ ST safin A1 agi g Q) g g w
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o & s e iy wafe A1 frdvee § wEng e i, feee
¥ oy gy g gEAfag <afE F T i T wAr Sifgd e
a1} ua YT F 9fe w9 I O WOTR YT AT w0 )

10. frtam = !‘:?’éﬂ' {Follow-up of the Plan)——fisrt a7
frrae ®E o @ ot afwar aarer 7@ @ s e afer
W AT W ST @t g 1 i & qar afand §, 97 aawes wa
= WA gy 1 afy afga sharm s =g ) O § ) s aran
Y ST FAT AR qar i § s gIin 7% e o
ST T =g

svata & fag mer
1. aled o o fdmd foe sy frar s g P afase

T 1
Explain as to how the management of office 1s actually
planned

2 FEiag F1 e §@ T A 5Tt 91 e
TGS ¢ ?

What considerations should be hept 10 mnd while planming
the office manigement



5
sraiaa wfweaE

(Office Layout)

« Moace Ty ut rewdtan more of icieit work at lonor eost
~Ncuner and Heyvies

AETTT Sor T A ATTIAT ufeeng 37 walsr wged &1 sfm
AT sl ¥ 4 Fa 7 amit 3 & daws et & sk weg
agar AY a1ig TT A ot 3f7 @ & ¢ sregr b sifiveana s drfol
argfry & STAA Al T Amd 97 el 1 ¥ aqaw
S A LA AR Y s aY A gEm g mate
Az A am D N A D wrergd e ¥ w2 grard

swiag afwme 9 oftarng o3 O+t
(Defmntions ant Meanmg of Offics 1 ayout)
fraa @ O (Huks nd Phee) 3 w1y amisa s
e eI A AY I8 ST S Sy i el § fead
frogney dF@ amafrat g qur TR Ay T g T a
a1 g ad Ll

SR Re B (e pe N Tan) & man & e wfwerra
T 8¥ MEARETAT 1 PR w3, a1 @ T a1 g swaw ARy
g § NEd frogwan ad wamitam & sl 3) g a<y & fag
|7 acdt Y |WEAGRF SeAleq frady ¢

[ Uilice fayort refatest the arrangerient of work stations m th e pace
1molied 50 thatall eq ipmenc supples pricednes and personnel can
tuncticn at maxsmum clt crency Hicks and 1lace

1 Officelayout s the delermination of the space requirements and of the

detarted uttlzagion of 817 space morder toprauyfe a practical arpange
ment of the physical factors eons dered necessany for the execution of 1he
«ffice work withan reasonsble costy ~George I Terry
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fafemr ez war <ot (Luttlefield ond Rachel) F wargar
' ITHET WA T ITHC B qed w3’ FaiaT ahvwaa b

I3 qforardt & seaad & vre 3w § Fr Fwian wfvma
¥ med Tt & fag weme W T SR ww s i g e
TEIAT ¥ IYTET GWEg IUDGY, Sweiwal, S aar sWartar &
aen & wmten & (oo sfeaw goae § SO0 i s a%i

sy (Charctenstics) wiad #fwai ¥ w51 @90 @
SFCE —

1 srieT afer vEiTT 3 Ay STisy wIT 37 FEHET ¥
g s fafeaa sz 1

2 FWWT shend T & RT T ) orEasdl v
frataar frar imar &1

3 amtwa ®MEA a0 ST 38 WA @ afuwaw w
STRAT FT AT GSOL L

4 st ¥ erw =1 ffer 9o & adm w6 9 geweend
AT E 1

5 @Y 3 ANt SV AT osmiaT ¥ e fee
TEHEAE T AT AT §

6 TEW FEME FHATE F AW AW e dsR & W w
fratn frar amr @

7 ufdears ¥ 20 938 & & o 3AT A wrel 9% o R
T EFAT

8 FEAT T AT TR IR faam F s R g
fafm fr v Awar g0

Fwla atvo @ Igm
(Objects of Office Layout)

AT g3 wiwd (Neuner and Keeling) & wiqw, “swtaa
wfrm ¥ W TR W o o T R o weAr, o 5Aag ¥
IR TR T X WA TR T WU 3 Ao wam o
T FITR wOH THACC F WA R TEr 0 S o et
afrEm dac T ST @ I ¥ Iyt o fesmar w
T § 1 AT wfiearr daw waw fata 1 97 uF 9 e

1 Qm:e l:)nm 1s “the arrapgement of eqmpment within _available floor
—Lattlefield and Rachel
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A1 TEE T AL SEW AT qgry # Fwiay A
frefafad 998 9T & a9 § —

1 WA 145G T T |

2 amtar & faq Sved qfF 41 faW F O e
T

3 st %Y i oy gfee 3wl & soear FA1

4 Q@AW FE FY AL FAA

5, TERN UT AOIAY § Ay ¥ S o A o

& wTafe % qrat fanm & e weY @ i enged ] AT 0

7. FARET & F-AAT & 9T &7 7 sHafet @ e
T A7y T TN

8 F-ERE WMR A FEAMRE A SdaEar a1 @ g
=R F7T |

9 wAGYT T IAEAY IV FTL wFgifdy F g9T a1
AT 1

10 &= ar 34Y am 9 7fyw $1d T390

e, Tatan wfrar w1 uge a1 9w

{Importance or Advantages of Good Oifsce Layout)

a5 st afvmm w e wdF @ AR wla g
THA YT FAT IO G AR ¥ IR wReqIT ARG
fremforfa @ & 8 -

1. gremds st w Foed g s afeme
vaiﬁr?‘- wed AT g Br 1A atwa & wd am @ geman & ma
q¢ {57 w1 oRy 4 ¥ (Teny) ¥ 3faa 8 fren & f7 “gw samorad
Tt wlwms w1l A swwdl a 0% @ qu s § agma wm
7 § S SEAE TR oraea Fn efwnd o3 wwafre a0 o
T § 1 A FE F A0S A gaward e g 2w ¥ faw e
FrIrTa AP 1 AT YIEeaE §

2. ot T, ST AR o A ag o
wuf after X 6l 1 e § ) =g wrie sy § wd-garg di
g & 1 afcumEEE T weat & v 79 faaed 3

3. wAy faanlt w afem eA—a<d wmto whesnn ¥ aaa
5 afY fawr 1 odifeq wgea far § v fran 9 enfyr e 5
74 38 fawn N feafy @vatwr T g, 9y faam ¥ afewta B
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qeret fe s § | ofcorReaEd, o faaril F1 AT IR T
Iy B WA L

4 Frdsm ¥ glem—asg FEOOT st § FraET E
frmT =Y gfawzﬁ*m"‘rsmixta'r EICESRc A 1hc) o Uik it
o ferfir Y Qi <&l Anv ¥ R Tt aRarfe T A F U I
oF qur FR-TY AT &1 o W E

5 W ot &d aEei A g —sw=ar It 7T TE
Fuw sty e ag S g § B et & Ao Eus ciel
2T v =W § arare of gafera w4 @l § 1 wE AW Al
mi@m’gﬁr%lvﬁn\ta\rmﬁam‘rﬂaﬂ‘ﬁ%mﬁawmﬁ
& FE qEAT R TR wZE, TN, qATEE gEard o g
aﬁﬁzlmmmmﬁﬂwmw{r{m@

6 wRatcdt @t glEmg—mtaat 71 w§  gfram @3
ﬁﬁwm%?ﬂmsﬁﬁm‘rémm;h\z, IATM, ST,
AT, WO 9T, ATaT g2, arrar mfy 3R U abeod £
o s FRT R AT 2 § 1§ Fraad T awe S
afauml FT TAE qrar st & Ry TG FTAE ATAATT 5 A
Wmﬁrﬁiﬁﬁmzwsﬁwmwizmﬁgﬁmﬁ
swafed G A 1

7. TAEEEE S T ST~ FA T R T
ﬁmmwm’aﬁmmmwmm%w?a At
X IETeE TFIG QAT A F AT A qan TEAY | AT AT
mﬁzw&wﬁafwmﬂaaﬁmzaa}fm: WA T AG
T ST T G EE :

g RTMTE TW QWA NGOG FA T WAL AT A7
qﬁamqaéﬁz{ﬁwum%w‘rma‘rﬂqgﬁmgrmé,qﬁ
T4TE &3 AT &, TeraTfedt £ STeAT T A 2 | w9 F afaraesT,
o ge & AT weET & g AT § | TgAT ¥4 39 (Neuner and
Havnes) ¥ 3 0% ¥1 a4 #7 gq @t g vgxTEtay fdlew
aferT & QfCITRETES &% A 9T ey T g g 1

9 ™R T HE sWA—smied A awras § e
st U FR T AT 4 o1F v v & fan frifor eas
st AT T % AE SErT fen St e ) e wieas
yogmiAm T oweW F1 fad WO W T &N A ferAr Ty
RECis Al B
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hey

10. frr ¥ gRa-—swiag afeae g o T afee i
STt a7 FFIT A G AT T 4T QORAT AE FA GIU W
255 § 21 af7eT 1 w1 frai % A T g A |
T AAT |

11 EER—FTGT TS AT AT T &N KA T@E
FgER A A W, Aeey A 1w T el gdEAr & T AT
T LT T AT 20 WA TAIAT PR vEAr

12 NETAA—aA T ATRE F g 37T SHET § TS
T T At 2§ I SaF wee @ oA gedl 7T R
FRY W T FATE N UG AT wfaa § O ngerp Aet At
EYTATEAT 3T T AT 9 g E 0

13 EMEER & girn—s=st Iia nfimm a7 oF & a7
St g fr gz orafa aEmaTRa § gfaqT a1e Fvar 0 A AR i
Fifeey v H AR AT ORE-NEE R aSA 0GR weg ieiar v
AmT 7 fae oo Ao Al aprr T AT gfaar e

14 aw 3 enfat—avgr Trafan afam ET A ST
71t yenfar frd faar @ vgar €1 28R Aea 9 wfy ged €

15 Taenfall # s o fawtg—srer 7R amERT, AW
=1 i, Tl & gy, FHafat @ fraw ey giiad oft e
farrd s R At § AHET a1 ARy a7 § aFET W g

st sfwras aan aun W@ @ O ad
(Factors to be coradered while preparing an Office Layout)
w437
Fatan ulaamg & fagra
(Prmeiples of Of{ice Layout}

AT FEART AT KFT T AT T q A AL
7t TEdl ¥, ¥ fie w 33 frordt a1 qe @A qzar g oafr
mEerET, I 1 ¥ wfEig orogirarE e gor oo &
ArRRad FTTAS AT & v fegra famafafry my g &L

1 Tt S A — Ty afee 5 e e 9z qanard
fr F161 & qarg (Flow of wouk) 2w mifelr |« wafa, wet 3% amig &
sy § faapit Y o7 9RR awEar g farw R w31, vl wifr
1 o Bafrm R R @ gw g oF ) fefresdies aar dzeaw
(Latttefield and Peterson) F F41 & fi5 “71d o srg smovtre =i 71
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FiEamiadad <@l &% @KL 8 agmmm«ma’hﬁ%m
ag”

2. frert %t sfem el w Fratem— e T $41%
e gwg Sfm e B 30T A o el I FT A AT
aﬁ"@lfﬁﬁwﬁr%ﬂﬁ@gﬁ%mﬁ%fqﬁ-{ﬁmamﬁ;ﬁ
afgqﬁgﬁ?:anmtmﬁarﬁﬂmamrmfgﬁlﬁr«rfawﬁ
7 T S ¥ gl QIR FA R F AT & warfey 7
rfed | 849 §, OF gﬂi’%mﬁﬁmwmﬁﬁ farrit Y ST
g el =y B cuik s S R TS FORTAL A AT
o< et AT AT |

3. felt T —FANA sfears T WG A3 FROSIE & T
Vit fafeer fag aI SRR a3 wiamfar & w0 v Tt a9 e
mﬁawwmmwﬁma—r&qfsa{wﬁm & = IR gET
Pt 47 gFAET qAT T ¥ Fw Al e wlaleE, 3w TR
P s MR kL) arfen fwed 9m F fyerit ¥ S0 AT
w‘%ﬁ?'ﬁrﬁﬁ'ﬁﬁ'ﬂﬂmﬁmmﬁ‘q%l

4 W——m‘u‘immﬁmm AT A FTATE AT &S
‘mwmrqﬁ‘gqlﬁmeﬁhﬁ wr=fer fram € foafa &% gt
%1 oz § wRETH it @ g frg g fawrat 1 feafr o gRAT A1
iz & ARG T WL | I, IR wrfz ) fafa § wmtaw @
armmﬁﬁ%m!@ﬁﬁg%wﬁaﬁmmsﬁzﬁ?m&m

5 woard gioas R s feafa— aTatT & wu=fel #Y
:gﬁ"mtfrmrsﬁm"t% wa FIET g @ & A e
oI W AT STT 9T | S g, W IE, AT, AT,
Wmﬁﬁﬁvﬁﬁltﬁmf{qﬁrﬁﬁm:ﬂw‘gﬁ’ﬁmﬁ
nr%:ﬁrwqﬂﬁammgﬁﬂwmﬁﬁl

6 T - T G A g R Y AT & v s €
ot P 41 Rt wdd FTREE em g F ar & SR
Eutudl

7. wefeas framht F feafa—E farT 13 wETaiead @
famrat v v & e TG AT FeA @ e R B
ST ¥ AT A § A wr i

7 AT O CRIE O aN—TEET ¥ e A A
5wy T AT O ¥ fom aoier AT Y owrATEA g g
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s AT AT WA A A wad o F At 7 swaer 0F el
T Fifer et a HyEEar vg oA oy a9y o«

9 Zar fyamt a1 Tara —avw ¥ wfwwm g ang fay o
£ AT Y AT BT AR AN £t T MR 1 QT W T
a= g frog1 Ean R A g @ g Al faaelt Y awed gl
Tl & 4 7 Aa fFam e er amsfafrirr ootz @
wrR g 1w e faan T 3 foudt T fare enfer aon mfge S
=7 faamy & dqean a1 IR AIG 2

10 %% & wa fgoet ggm—amiT wfvam awes g9y g9 99
T ara vaar onfed fr awanfe Y v & TR frmr g ad
g aq TR gTh it Auw YA A & M AT aw A qur
Tratfo AV AT A Wafy YR owa el mm e heEa
ExfE TvA a0 g A3 F7 T § e ot I o u fifera
FIA AT )

11 Mg 7 AR A—F v T Afraes A v ang
T F AL a4 T A w3 73 2w ;> ey e
vt afeg | uT frg FvArEr ?ofr o eagmem gaw wee & g
WA F YR WA TT G2V T WA LTG0 A v O
FrR P 3TAr rR (I st ATy Mg ag AT g

ot #fifre T a1 7R ¥ B ofews Y gt T
IR (S u dicol) 77y ¥ erfuw AT W0y qAT AT
0% TR T AT 7 F Ww A A # il wear g o

12 &t fafy Tora 1 afuma fam g A
Tarsa g giEx B ks 6 fafwa 77 ifer ) rrm v v
FYFATE ¥ & TAE FT AT GT § | °q 737 9 0 g3 fafuq avAy
afez fr wa=7 f5a o7 gy T ww g fradl oz @7 G q
w7 AT ¢ v g gfAfee wamifar At e & wizm Ay
A A 7 frert N g? d ran AN TR e an an
AT AN YA mf AN e g v il v bR R ane
=0 W wAG G weE {7 A fFe o mm A D et 7
AT 97 g4 FAAT A 07 7

13 rEa—TTE T Ay arn 3e o1 A U7 saagET
AT a0 ¢aw mEfEr 1w qvr ame aifer faaw fr
frerw rary s EAew frdoar avr ¥y vfwr T ommar v
AESIES]
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14, ST gREAT—AEIE LT WA TR §A wifeR wgloo%
T ¥y T qgwafer SRS TgRar 9 ) w2t aF araw @ sl
Y Taer 0% WEhE FILT FT SqHEAT AT AT 1 g9 Afafow, d@ew
Y feafy bl @0 ifigd Farad g WY ¥ a1dr S & & am

15 wR=fel od I W fefe—smis § sdafal
wEer A fealy N o wgw ¥ fraife wxd wifgd ) wweEw
sHaTfet & g OF g1 R0 3G s Tl qar e ey witEt
g o w aifed 1 gee whafie e 1 el fgewy 9
o g FaAr & g fram wfed

wraiwn aiweaE vt
(Process of Office Lavout)

wawAd ST A § o T 3 @ fafega st ad
2t & foy frafalea 2@ gad o1 qadt §—

1 ot ¥ fog saws w0T T AT wr=r <A (Secunng a
map of the available place) —Frat=g ufawar aary ¥ qd st &
g <0 e fafkem fr war & w99 w3 siet st =fid 1 3 S
fasg™ a0 A7 TfaT ( afg T 0w T & AT wad 0w g e
F ABN FTAT AT 8 T AT F Ay g 27 = 17 w4y
i s W F awEe 1 g7 oW w7 dwar A wwi g T W
fasfral, s, w@ws = A, foeft @ fsfar, qrag ffo, S
ard w1 feafn, gy ¥ mifaud, @@ eR wifranfr At T o= &
featar Sifed 1 7y 738 | vAd a0 at st @ wfang & o
T AT AT A5 AN A AW gy wd ur efaa gy
=fed | B

2 WETAA ¥ W w9 FEn (Determining the arca of mawn
traflic movement)—4= 3T T 0T FIX F 412 FIRIGT ¥ AEATART
57 &7t Fafksa Bt @11 2 ) Ttas & gmas 17 ew seter &
= oY weard wierd o) fdT F3ar § | waes samrew & e
S g, fw g, Wfet, anmes mft 7 § « s @ ant
T xTH €1 §7T TUNRT, @WIESH, TR Tw i w7 fafy a4
IR

3. wmteg ¥ Tt 2 fim w3 (Have a overall-picture
of the office work )~ger2a 8 =@ W< =R o =1y fis st
B owWal ¥ T R I aw A Wy T owo wihy
Framg froom @9 By ad wul @ i ¥ mam g
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& wetaw qor AT @Y Twew Y engear A AR ) W AZ O
TETaqy 739 §

4, grza w1 fRaf (Determining Units)—rafqr 5wl a3
faa F¥ F AR s BT @RAE aw W wigh waiy ag
fraffeq aear wifgh f5 Tatag frell gT3dt & qrer ST ) wrd
FEm aET FAawR ) feii A ) Yo arow e R
aTdY & 1 gaTzar faaifa T& Trit & FeaTr B QF AT AFAIE )
Frgwyrd, oF wMtE A 1000 91 W § 1 9 B oF fawe g3 @i e
7 fywet 98 oAt & 73 90 & I A1 FE g R e v arar
1 Afa & v ge 250 v faver wrdy @ awated i TTem
3 gargAr FTA g | 3w wferE A F qd ) o 5TrEA At wm
o TG TEAL |

T gF FTEfaT 7 T T i g § famd ey gratam g
Frea Qar g o Fwiar s §anr gifera g § dY v F@t
T7R & fag A 99T £41T FY I Y AW W oAy AV T
7 T g @ TR 2 Craife g Mgy

5 wmiwa & fafr wid agg ©F @ s (Mdontly the basi
gioups o the offic)—Tmfam e dae T ¥ qF amatir v
fafum a1 qgdt =% v m3 A0 WG g qaT oAl & arer
& § AN A W A o A% 3 4 v w6 agg s Ry aa
359 s@eTY, PO qg gafawem, wodt, mifs @ A | st
¥ e ¥ AT S A A | Wy i g S wmw
RaEE W0 ATA #4359 ggeas, wr farg, faefa S, ama
mardw, wEfAr ezt omfemfs wqm od wgg § g A W
gt wfwars 7Y qaifes w0 ¥ swfaa @@ oo of a g
F1 fRatew agd & ara wWE ¥ T Mg

6 W /ST & mewed @ wuwe FT (Consultition the heads
of the work group}—14 quz fauifr ¢ o & 118 T1atag afarmg
TaR ¥ U g F e § wwd awa i) s a3 qg
e iy 5 saw faww swiw var & w3f avenfr oo w
AT &1 AR A ¥R A A TN AT § AT GRA 77 w9
i gt nfiwars @A §agd Afaw afaar iy At ) e
774 ¥ fafd gTQm @1 v & B A e A WA o
Ein gl



167

7 fasit ol <t mmemza Grafeg (Determining needs for
Private offiee}—TEIRIT 4 WY 717 FAC AW 5 F17077 ¥ B
Pt 7&lT oY srmrsar ) | Y 961 Y ma@sar 71 fERke 715
Fratay sfrrg ¥ folt welt & e Y Fraifea fomr o wwar §)

8. wiTwt qar< T (Preparmg Models)—~za¥ @i spiAT B
fafirs a78 @mred & wfew dor F@ wifgn ) ¥ Aisw #EaE ar
T & Ao f50 Q1 g9 § 1 I Aie § 9g w1 F wwn £ 5 wAE
5T 3 A FRad ST 1 siwe@dar il | 5 Al & g st 1 =1
=7 §(AT ST 94 § 1§ WISWY 37 QWT 1% 95 W 49T o
ot g fr s oerd wfter S0t g

9 wers THTE & WiTw I @wafear TR (Arrangirg model of
each Unit)—%matad &% 9845 2972 F7 73 374 I 9¢ 99 =qafeaq
frar sar § 1 welks TS & wcdw fowen & feafa 1 deatd
Far wmr & o Rl matfas ofw gkt & s¥ falkee =< faar s
& aur goer €1 @ Fear smar § o fa w0 fear s § B wfase %
TATTFAT T2 T Iy § foar ayasar g0

10 wrgd wfem g oS AR wE dteR e
{Prepaning complete lavout and  making minor :xd;.xs(mems)—?ﬁ
wfenTa 3 EY T 3 77 5w o arar 1 5@ ¥ ew e
afearat @1 ot wAT § q4T 77 TEv AT § FF w3tea w1 a0
e ET ) 59 S0 ¥7 qUwl 9% v oumy wml 8 fF fiview ¥
STt &1 Ifa@ mEvE AR ST §HNT waar 99 | el s ¥ iy
T ew IR YT A o amn § oo wgh 5§ o weverty avar
8, 9aw w5 =< fon T

11. &1 59, mE awr fawdlt & wgw =t wfew ww
{Indicating flow ot work 2nd telephone and electric wiring)—
A T A A T ffrry g ¥ oaw o) 9g qu Al a8y
awat § 1w ag WY faralia At sifge fr st ar g o were
<, Pt o e F e i g & @i e a@Ra ow
SR At & quey, A mfx Al fefy &Y Ft wisw @A s
&7 ¥3A FEAT =il

g i feEm w e T o e oalss w ey Sag o
fearm wifze fs A ar fawwr ar v B safs & ofyse® =8
TAT Y T/ AP A 07 X oS30 1 FtaT s@ew & ad ghn
fawdt 17
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12 gea waatl 1 efigh sma w2 (Securing approval of
top min gement) —FT FTAtTT T Afamd AT Qo amr g d
afaar 71 gox gforrfar 71 ezt ¥ f1r 337 @7 Ym @
357 o 1TfE1 ¥ et Afweam gegy 7071 aa7 97 a1 Y 74 S
2 fr afY 2a7s A FremT e A wad A o a 5A T ¥ oAby
FyefizT % fI7 1 9 9347 W@ @ T T AT T Y Ot
eirfr gt g am amTa F owfaas a1 gdeT WA IR g
Srarg
mand & fag v
1 M47 7 37 frgrat 71 qmt Dfar fr 9 wmafas a1atag o
afaam arnfra et g
Brietly dusesibe thow prinuiples on which the Jayout of &
modern offie hould be biwd
2 v T sfqam 1 aer 2 ?
What 15 the mportance « [ 4 good office lavout
3 Tty afawa awm @ b T qaT § 3 0 |
Discuss w brief, the praces of prepiring office layout 7
4 9% T Afaemna a1 1 wgea @ ° e frgrar o ag
areifar fmr sifgn ?
Wh t1s the mmportinee ¢l 1 gocd office lay-out 2 What
e the praciples an whih it should be based @
5 W NT @i ava & ameg At & iy 91
TAErafe T T AT oy g A PR T@?



Frataa afawia fi [atka
(Staffing the Office)

“«Humai resources of any organisaiion constitute one of
1ts most ympcrtants assets. Iis success and fmlure are largely
determined by the caltber of 1ts work force and the efforts it
exerts.” —Dale S. Beach

qiRTT 37 ¥ mAEE HUA D 99 R AwaC AR
ferrrer €1 Foramre #1 T W <G § | e a2-3% Sl €1 S &
wglﬁw%mmﬁwaﬁmﬁmmmﬁznm AT
ﬁmwfwmqt%lmm%ﬁﬁﬁwnﬁﬁrﬁﬁmtﬁ
&, w3t wevEw wiasa 1w Y gu oF wear & g aeat § sfae
sy, w5 g At SROE s ¥ e R AT 9% @
seQimaw fgwdt WE W ¥ andny ofeddr & ofgm
© =1 7% =T BT WAETaT 9T G § 1 T 999 (e ey T
& Rl 71 Fagfes T 1 il OF vyl @ kol o wd
Furl

il 9 fgfe w0 & fag &t wgeagd afsnd q@ =
=Y § 1 % § waw i oo i, R Ay sfben @ 8w @m
AR AT AT A TG E |

At &t afcarae” oF s
(Definitions and Meaning)

freredt (FLIppo) F  A@TEIR, el &7 25 Wil #4=1dt 7
S FCAT A9 g ITF § ¥ FF ¥ fog wvver w37 &y Sear o
[e® cure a1t SUN

S\= (Beach) ¥ AR, il 71 and sai v ofw W
7 farra ¥ U9 SR FA @A § ) 90 39T TR 77 0w
1. Recrmtmentas the process of scarching for prov

pectinve cmployees ar
stimulati.y them to apply for jobs 1n organisation ** ployees ard

—Edwin B. Elippo
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71 Ffg e o afefrd fo froAas i bl T
#F FrATAr o3 9 A fraw s AT L

g7 AE ag Fee @ R oA w4 41 amd ayi 11 ag A
§ fr wgm male ¥ fow eam 3, AR 5 o waml @ g e
5 & fag SailE s & @ @I A 9 T3 ST 0 WA
& s wdf w27 A1 mevd TR FY gl aer a8 ) 7 A A
o7 Wi & frre Ay Atk 2 fF mal 17T qAE & wAf 0T qAa i
T T 30 AN AT fayf AT memowem g ot AY afwam i
w7 G w1 R frarsm & safr g ot s i G
7 Fd=frar i K awat & fo g afen & greer d )

@ (Ch Tclenates) -z 91T sat i fem qeme aTe 7 &

| mgux 9fFar §, 9 wda ady @ E

2 o afrar ¥ ey sEmfan 9 A s £

3 &t g wRmfy @ ommm ay by osha e
AR

4 zaw wrEnfs A oar fqrra fra A & aar 3 399
axx gt gany femr qar g

5 adff FTaAwmE wEE H TR Y A4ty wd vx g4 ¥ qaier
TATATR L

6wt T 97 AT T Afaard adl )

7wt AR gEEEEE ¥ Ofr Ao wawms A g,
sfgey T grasgwrar ¥ g o #7 97 qwar 2

Wl ¥ Favgnar
{Need for Recrustmenty

sraE aratad X wsdt 21w wE g @ ved 210
Frafam & wHRUT 9 va 0@ vE@ 1 o sl vy e a1 T
@ amrg @™y & a0 ag 1 ¥ fafea 81 s § A2 afwa 9
wrEEar edt § | v adt # serermar faer avem # Y §-

1 wHEd WA (Fmployee Turn over)— dar fr T HW
ot fam 9% & 5 FANTET T 7o womar o sy w0 @ wgar 20
=) FRATY AR AL I AT AT FAT AET & Ay oo sl %

1 R 13 the d and ol adequate P
sources It anvelves the ereation of a pool of available Jabour whom the
organigation can draw when 1t needs ndditional employees

—Dale § Beach
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e & faT e S g Fatarfedl Y 77 TAL TR ¥ wwA 9
sma‘tsnar%,m‘:m‘t&xsqiwrﬁﬁﬁiwm@aﬁri,a‘r%am
2 taw SrEw o ¥EA § 1 9% ety FA=rd T § g Al T
7 FaTE €N § 1 Sl I WO WY AT W
oY T WY Y W13 TEAT A BIEFT I8 0T §, W T F
= e W v wT gz 3 1 s wiatcs, R wEaial
ey T T BA & | T T HTCU 1 AE § 1 I Y AT
&, TR A AT R aEEar 1 QT B T 7WAd {oar Far
ﬁqﬁr?rmmam,awﬂwqﬁm%ﬁﬂﬁm%@%zr'rtaz
sdarfvadr @Y Wit TR S g

2 wewm wewm @ szfd (Nature of Present work
force)—ad AT FHIFET ¥ wHfa & 1 @l A wmawwan vl dd
&) e At g7 &, R aeT gy ofETe & 9n §, At
s FNAY &) e A s § dt quy TSI § e 9T Ay
Wﬁ:ﬁﬁgﬁﬁmﬁnﬁr%lﬁrmﬁ@amﬁﬁaﬁqﬁm
e Y AE AT mETTEar &1 g fE g g, g erEe w
fire st T FTET Y TAS aAfwd 3V Wt AT wfrEvd @ s g
syt AT afEde & T TH A T T A AT A ATwan
21 Srar &, #T aTge ¥ v wear H ww g A

3, wean = FEm—aEA &1 fawe o o ok A ot 3w e
2, 5 g7 2% U AT & fau FTate ¥ A o 9 o g oA
T Y FrEETwAT T F

Wl & eva’
{Souzrces of Recruitment)

i ¥ fafaw & §, STHr @ e & & oani i gtz @
g —

1 qrmfes =7 (Internal sources) —ITRFAA  o1F FEWAT &
et een ¥ el o oww o su o), wEwfar
T & SRR g fom e W sran , & wwafw Jw d
et T At § 1 3 WAl @ fafater § —

(1) wwiwr & gimm whRfear &Y adrata rmT aEr a3
smtag & foe ot § fog wdl v s ot 31

1| wnkfahm s i) o7 @37 PR ¥ s —a a4 =
g1 frmrmar gt
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(u) wem & weT a0 AR AT T i 11Ny
oy A Nrarard &

() wear xadafrn 7 mfedt @ @ fe 3 A fel N
A T A aT Y

W agg A (st Souiee) —TrataT i gdaifEr 57wt
i fw ek ar AT N TRe @ g Pl gy —

| TRITT ¥ Yagd R St o senE am ey

) TEF WA A e, S NI v$ Ao st el
AT IAI AW T AT AT TOA /AN W 9 g A A w7y
graIdl WowTAr A o7 wAn e ¢ froulz whma d e A
FTATAL 7 AY 3 JTar Ty

v fame admfedr Y w3197 a3ifeT g @

4 fawfeare spfaores @t T 0 A TR A e
7oA Y FrasA

S QR FRTTT Y 0AD TE 0T TS ArF

o sfaregl arna T mlan ¢ wbnfor 9 efier a7 91
Al AT araiEg w e e e

7 s mawfus aen® F Twian v 4y oy ot 9
AAT A T A

eraiq FRAWTD FT TG FIAT
(Seleeting office Persor nel)

wit & 319 3fwg e ard ¥ T et awa gear miar
TENAT &1 TT T Wl ol w ¥ by 7Y svgaAar A oA & T
¢ AN L fgfE R Fro ab @ Ttwfet vrqam 8w e
w1 A fifiaa sfwm A & 9077 87 gzt aua i goda o3

gara wan
(Sclection Process)

FrrT sfrm ¥ am v aw e —

1wt & sedt o1 —ad 0 e s A7 aew @3
FrdF rwler X AE ¥ oA AR ¢ qedt 9 st g
shym & e arm @ @ @ sw fa T radew i oae T
fgh 1 it mfaay 7Y wear & Igmar T oy ¥ wrw wmfgy o wey Pl
S ST Y IAF SR WA TV 38 T OF N Ry nf

1 e st A sred 4 ¥ e ¥ vag wr it S
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freg, aTarTE AWEN OF & 9% & g g srdl Ay § o
HEa1d T8 WY FT AT qAAAl TEF ST TE R Al g 1

2, srefeas arEne—SATT 9B S grn ST T aRIRR
¥ oo 2T § ) S @IENCETE W g SV A et faan awar &, fa
oy wrfegg draarg e wahvd geeed gAY &1 wEy o ;e
&7 § T A A I A7 & g T AT O § 4 SR 5 gy
AT (Screening interview) s TEX 2 1 UF ATARTIT ATAT F
e w1 QAT & 1 5 aww wl S Y el awE, darag mifz
¥ AT FEHT ART § | ORITTTEHY w ¥ g Jefas @,
w5y, ey apwarg, w14 ¥ oafy =y mft FaR  geed o w2
g

He—arram 99y’ A wwl w1 A o avar qme ad
T L

3. SR T TR AET—T4 d AT SEEe 959
STaT &, OF SEY IF YMAT 97 B WRGTr 5w g ) 9 9l B e,
qar, fear F7 oW, wAwW, W, GO dvwad, v A,
FEigHT, AT @ETd faw wf & T & g 98 I § 1 I
sff &1 I fFEAT At & WAl F SR vOR wEead Ewa
Biitodll

4. 7 el @i, gy At m o Aoy ®
}rowaaE ¥ @ T aEEma ) e el ¥
erar Srdl Y avw, wrgd mi 1Y 9fF @ @ awdl § 0 29y mat Ay
fy, wEE Ty 7 awr S A L

=AW atg ¥ wvc W G awl §1 gm-draan atw, fora
atn, =wfea witw, =faefy wiw, ssfy atw, fafr sts mft
arwargar e ¥ el ot siw ar wwe s w1 o ae g
frarer aFar ) g sl FE ¥ 9w fafe § b ety
FHY Y T gAY & 9 9 awfs T e 97 F fAg e sk kAt
wRrTT Faedt &0

5. gor Bt smatem & ovemee -t s s & st
S, wawr e fom s 8 aofy e gam e e
TEEEYT A TE a9 KFAT &, PR St et WY wrdt Fwmw ow@r v

1 TE i ¥ e & faare § A oy A ¥ o g
2 AEWER ¥ ey ¥ e Ay s ey ¥ frwar 2
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AT TT AGTAGA A0 § 1 U7 AR ¥ 75 w9 gon , fr wwm
98% GEATA W ATT T 7 anerT far S g1 anm zafag
wrar § fr s e gy A rerd 1 ffe G9d &
oY FWHT A AT |
2% QTR T YA W AN T7OARE KW T
it woenT e arrrereAr ag fafe T 8, fr v wafw weer
THANY § aTar & AAAT IR o
6 st & a2 i A e TIW—AIRIT OO g1 9 &
qeaTq gt ¥ A7 @ (i ey e A% A @1 T ey g A
fagg waw 74 fear s § freg ardf & avaea v sl apa et
v & @ i oqraa 9fer P qr rwipe wft 3 ARy
ST At A1 At g
WAl & v g 0 wERr g aieer, qagd fs,
mF g ae eg faranarr ardt 7 oodMedr wift § g At
ATATE |
7 fafemn aden ~fafrem qen ar ardfer fafrar (Physical
I vamimtion) [ 5F3T €7 gr wERTw WG A 9%, oA
Ferfadt % Rardt arany et ar v fafrar o s anee
¢ 1 fafemnt afan gerag any fenr wrr g fr omit At B
a7 & o AT £1 & sugeh & waar Ay aft 9y ardfiT w0 ¥
ITYE grAr g A av it Y Prgfw 2% o qadr §0
8 SeTRy A @ fagf 71 Froie wr—ga wfoar ¥ Ea d
AT R qF Y A v o Frgr S ) aear § 1 Frat et A
KRG (Reyect) faar amg av fages frar v 1 s 25 sodf qesr &
97 % for ST AN froar @ od serder gAv wear 1 freg Sear
8 ARG Tgh Al avat afge oy wdt oY oy wega ) % 3
Mfeq &8 30 wvmfad frovwacd ar en dvgaraY TSy
FRGY TR N AT A g Y il o
s fagfe a1 favur o strar 3 v @ st frgfis & qd 7¢
TAY AR T Dt 31 T R qre 91 fafe ¥
TERE AAH R w1 Aen T oafeg wr ¥ e e AT
afze
o @ aftar—aa fraft ardt N fagfew g ot g, < g Wl
q U 97 W08 AR I ren ¥ wranr Tid gt wmar § 1
T HE T & P T T 1) T wfeaw aaar 1@ AT
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HE i Aoz § oA Ay I # FAAT
g —
(1) wear 71 <, (u) wear & fxfier o @ gr¥ Pt
{w) wem1 T TR ufent g fr, (1) FTT ® RO JET,
{v) e @ e e, (v) 1 T, wfgzar wonfy, () TLTAT
w e fafr, () STOfas A v, () T A A,
(5) et = R & T, mifs
gAwE A=
(Selection Tests)
sgfrs gENd A 9T STAE Q4T ST F fwpEE 1T
At 13 T whfE Rt T & fammsatst & G § 50
sRalt 3 ue Tg e e fe sfAE e g At AT
A ST F AELE AT T AT g, @ T A gfasfe w8 QUi
Wa’huﬂ(ﬁﬁ%fwﬁx%mﬂw D ¥ IA KT
% o & e B o A Y e R A A E oY T
ST & T & A o Ty g e <7 S & T WAl
X Felrmarsh, wgfidr, gre, w9 gogTTR F W T AT
m_ﬁmmral fiorg T WFAT ¥ UE AR TR fr sAW @A
0 R T A Y T T A & G P U Gic]
st 1w w3 ) g9 ats a A srforay @Y gl F7 FT 0T
LU Eiud) SRR ES]
9T " T TFR
(Tvpes of Selection Tests)
AR ﬁmﬁfﬂﬁiﬁﬁﬁﬁﬂ!mﬁiﬁ\%

L s dvamemts (Mental Ability Tests)—=% atq 7T
o wiad Ay wefas grmar, §Rar OF "EE Ayear & w7 F AT
FET DM 1 T T Rz g faet W (Paper and Penct!
;ﬂmmznma—imawﬁamxa e g o AT

T g X ey o sy T o 91 A & ey AT
?@%Wﬁmﬁaﬁ\'ﬁl oy grdf w Al rmat #7

w1 § Sk A ¥ g w0 far A e Ll
2 UEE W Eg e (Apuitude T2
TIITAN T IR ‘?ﬁ:}?: t{{g@:‘; arg grarg o T =y fedl
T w R Ay A e g wAg R mEl ofx aoft 1 T
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afae feat s ayag frat a1 oF @ aTar § waar ag, ©F a7 9
ST g € 98 iR Aifag A ol &1 Hw (Wolt) ¥ WA,
wgqgaar wiv ag WA & fag 1Y ot 3 fo gw wafe woet dten W
drmAT & Gt ¥ o awar ¢, 7 e ag N gy g aw § sad
gga w g At N aifar sedfmar agrd, wigt o) frdrad e
st fparr 71 ofuw faega e § AR faeprrat v wwa § ApTR Ag
art dted 1 maFar 9sdt g1

3 frowa @ wEnfa st (Achiovement Tests)—3 St wvaf
9Y 3W GEQT & AR T & fAg A @ Y frooet ¥ w3 aw
afsg N &1 fler 7 fm@faw (Tln and McCormiek) ¥ AAAIT £
Y &7 s frar sar g, wafr—

(1) faslt 9z & foang srgwd) aafirdt o1 foomy @ g,

() frelt a2 o firlY afis o wdtafe w

(w) flt afes aT T @A g 93 T TAFFIT TAT G,
am

() afsera 3 wrITEERT T QAT AAT LA

gemifey ara 71 Aravag @ 9w Amfag fear ar arar
1) fauqres  gaan 1w (Performance Tests), @41 (u) Eatiiciicisg
(Tride Tots) | @RIl st a7 wafer g & aga wfu sgw fra
I S | AR, 2rafre, ifk S wET aaeT T AT R
fager a1 A g T AL T1 W 77 oTar wr g Py wraner 2a
wowTe 373 vend frraratdr qv A ww) F fag e s @
gt T e g | Frmaaisil ot g e #7 stw g ar ww T
! & waea wTat ey § gar wify

4 =faer s (Personahty Tests)—aafmea wiw 7 137 qiiaay
% wren faam, waamt @, sfifmen, e, T
afwafe aife a1 797 9y s @1 feg cafoes ate & art & o)
fargreir % fradia w1 o Agwiedios (McFarland) & wars,
‘) AT FY e § &, wfveew ot qEd wfas weEAT o e
§ aar gy 8% T R witfed wom aga wiew 3 @A ww
(Stanley Stark) 1 ¥ agd a8 mmdmbaT &, 771 99 2 fr “eafwes @iw
AN AL FWE AT deTdan @ oAt @ Reaae o
1 Aptitude tests are designed to measure what a man ‘can do” 1n terms of sy

abulhity to learn, rather in terms of what be already knows
—Wilham B Wolf
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fevarel & Fafywat s s O EA £, S meTEe v Rk
afire 3 faedn @ wR Sy v A E

R e §, 5 afew i s AE Guw wees 9 3
THfs o % F 9T ot FRlt 9 qeg 0x ofw agy whA far
e i g it w ot Berr st A g AT ) 999 T A
=rfedt & gru & ot fang st anfgm

5 =zfr o nfesfs @ (Interest Tess)—zw I ¥ gro
mifadt S fredt and At w? & ofy ofelt sTomr aTmT a0
S ¥ gra i A A 0 QR §9% F SN R el e
Y AT oY AT £ ¥ 9l g wreel )osmiw § frou
safe 7 w7 fT wdfl § suiq avnan oF afs 5 21 ad S ag
T oy agt @ ¥ € 40 ad 21 wg § o ey st v ik fiedy afs o
frelt wvd fasrg ¥ o2 § T 9w o9 9 e € AR 9N w8 A B
F @t fean sna aY A WRAF FIRANES 98 T W

w7 whil &1 T ARG ANTg, 9N -s9 3 ¥ fq i amr
& amras S wEET R oEw atw & ang iy aafed ST e A
st

6 wgfs m @aa |18 (Temoperament Tests) —z ¥4) ¥ oy
femt oft snfe &t 37uml, q@% a0, AEE #7 W AT o wrar
{1 ¥ wfafes ¥ wiF 73 9qN vt § fr swf amafs g
ST @Y BT ST BT § a7 faes i | wew a9

7 feafiy sitw (Sutuaton Tests)—fafy sits ¥ g wifqdt 1
arafet e o A s A e A v vt walaw
fafes wiw gr fromam am st O & S s afinfs £

IR wET & AR (Advantages) —mwT Frat w1 w7 & afx
T TECY T S F oawhm frn wwa, & g sfe ®
FEeIgd qfww o §ET § | WA (Lopez) F WAMER YR Wi
wwTiedl #7 ATARE T TN QT A N WYT O A7 § aqw
mfrdf W s R GRE 7 Al A wiRF e ma
g —

(1) Tawz o= ¥ A e 7 oaww A A sz it g

(n) T ST F7 A0 A Y A wrad weAr 0

(h) T S a3y frrrsalel e s
gfus AT

(W) =% 37 w7 fAgfE & el ¥ o= grit 2



172

(\)  sfa drar ars o f 7Y e Y & )
(W) ¥ 9 ARl QT sdtwlt X aga agnas §
(vt § s Y g T AArT A SR TW L
(ol zAd STt # T aETArE a7 ey @ g § A
AT gfFn & WA T AT T A qRAT A8
=i fi gt faag M qar fag aRaad 31 e
AT AFA L
=3 191 & Ann T A AfaT gog g7 & faerr el mew R
ST

i) sfer & el #) aw@ giEAT & o

Wow A T 9 AFEA ¥ IR 9% W R0

T s ¥ Qg ar g (Dis v ioiges o Limitatsonsy—

TR A R P A Em T IwEt e da g qgo AN T
179 fg s 7 S g—

IR schic b S C R AR SRR Sl E i

(n) 75 fafag oot v oy @ afeq w4 w1 e
T3 § gad g |

(n) 3 w0 A a7 A afrw w @rfra Y oy 9 wAar
T E gy gvw A orfmoer oy 2

() &7 st & xa7 erfiATy Fmemar oy gar @ grar g
wfaeg w off 573 9T T £7 AXM TW I A7 gL o qoS F AG
faerm &1

(v} ¥ geavw & frv fafma oo wem A vl §1

(w1 es R cE AW a7 wherr wf gard, ¥ ey
qEATHY 7 AAA T9 G ] Frar A arAr gy

() 1 F wra famg qraw ¥ fadka qr ewnr mgvaw
axdt @ af-n 3 frgraa w agir A &

WIFTATIR
(Interview)

T F I 8§ GrTRI AT e e 3 T T A
AT AT AT " T oafF &4 wgemy ¥ o3z feg @
a1 £ fr afm wolq waw 98 21 wmeEw R aw
MR

TACRTIT ¥ IF 77 (Oblectines)—MeqaTe 737 & quarsd
o 9 e i §—

- -
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1. T & for STl i FEAET w1 geRr T T

2. i Ft qear F GAN ¥ AGWF AW, 43 FE & 02, I
&t sgfier, fafweat glayTd, FH=0Q YA Rl § w=90@ HUAT

3. ardf § Ry foaTe W @9 IE S

4 wrdf & wieaws i gear q7 el @4 |

5 widl & age <ifw, ks afe qan 9 F s w1
AT |

6 ST T A A 0L et i afy £ erem g ad frar
A% fAagrew wwr

7. zAW af5ar ¥ 7T @ @ afe wrdt & were v G
FArg ST gf fr At gRd it ¥ arerd 03 ael w1 em
ST

§ STufE EWEER O oY @0 O ataf § w6 gee ofow
AT TZ TE £1 AT AT G WX GAT

9 yriff ) faag gwr, T wEw W 4 agan, A
o faved Tzt 1 o wif ar F qeaer #ogenTen A

10 sff 3 wiwer T 379t @3 FwT 7 Ao I

T EIEHTC T 9TRgs 9 (Essential Features of a Good
Intsrvien }—a=g FETeRT § f71 I g waET

1 aniqeR qesa (laterstews board) FT WX=AT @A S
Faedl N way faftag w39 @0 979 W ww Wiy agee
I 9gq Ao T LA =gy, B 9 framniomn w o afafly
1 gy miwe Fwr [l

2 WA & I 0T WA a7 weft wat famifa ww S
ifgy, aify gEmTR § S uT WA (@ S aE

3 @1 &7 3fwa &1 Fifer s g

4 wrmqE & fog si e @t & deY o W v
fay sfaq saaear g ifzg

5 wrarER T sRaR aar et T & € g
=tfzq 1

6 AMETR ¥ U¥ f 57 R W wiyy Py aver mifaay
FY T T 1 HTA 0T &F qa1 707 frwrdr A afivrs w2 gy )

7. = R T o g F s ¥R glm Ak gy

8 Al B T F vad A wmgds arfard
% & Fow "y
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o sraTe & weany afe Frr g7 Fraifer Arae 21 am
LEsccakatie ikl

M B T T aifgy ww wmr wg #Tn ey (Do's
and Dunt « of Inteniew ing) —we (Scheer) ¥ A7 AT 7
fAe #1771 qlTF—

(1) AT & AW A g BRTAIET €4TR L Eacil
atfem

(n) S ¥ FARET ARG ¥ A AT

() @fE quT # @ AT W el T R

(] F13 T AFWIIH T €6 FC AT AOEY

() s 3 TR @Y Prez s Y A

(vi) AFTR ATt oF qrafn a arg ¥ /sl @At T3 Far
fgm |

(v} sTff F1 9 o &1 gtz Frar wfeg

(vin) ST 1 =R g

() ardf 1 gr Aanzy a4 qedd F7FEae W § 9 5
TV OEAT LT AR

[ x) IAEE F1 amr 0 @ AT gEr izl

(x1) |EIAFT FY 77 A7 &4 T frar w39 a5 w97y
F &Y frave 7 #ar ayfgm

(xn) = fmy #1730z 17 oo =0fgo

T (Sche 1 T pRAE A avogrrr ® fogaw A W
afeg —

1 o4t 21 aeftere 5 wA vFas

2 F waliE ug faemem

3 T AR AZA @ AT AT FEAT MR

4 APTAER F AT Q178 7 0 gepr 4L AT SIfEw o

S AR W TRY T w1 wifan

6 I WA T A1 wifye N fr arreas w0t 7 qg fag
qar
AR AL ST WAIET A F
sy fgaR T aaTeT
FATIRrT =1 ¥ sfens S99 70 9 ad qgA )
Foft w1 qd S AT AT A Fe e

—
T 0w
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1. sod} &y A= fem & wilve A woh safgg
12 wief & e gedadrC & g Romw sl

TG EEATDIERT & T
{Qualities of u Gou i Icterviewer)

IRAETT T R Tl Bl st e
ST 3% 4% & £5 fafiw it &1 g0 avnms & amraa
T HE AETETE A G g R

1. SRNEEET] 71 9 47 97 w9 I 99 @ Ik, e
a7 ¥ miadt #7 IR AT !

2 SwmERTa ¥ e e g s @ il

3. TIEEETEE] T ARAfETE @ agEm A At 2 i

4 THY AWAY AT U WA Y GREy A wnar ey
aifgu ) -

5 T9% Froy wwm &Y Tfgw

6 @rs & fradl ¥ WIRR TR @ ow gl v
AT &7 A Y qIEl A ST |

7 3EH @RAGER AT w6 8T g SR sk

B ATAMFIATT W TR qAAE vr wgfid o1 qugRr
a7 FRT Y

9 wEat &5 S A A AEETE AT T[T «

10 F% Al S AT @ S

R T T QT
(Interview Plan)

The National Institute of Industrial Psychology of US A
¥ farr ‘o fag W’ @1 Porfg BT o v w=R anmaere ¥
X TAWT § ¢ T WAT T T S—

1 mwdfew @A (Physical makewop)~QremgeTe i @y T3
a7 R iy 5 Wi o 5w A ) et v
srdifes & Y a8 § Pre¥ Ty o Ao S # g1 S w7 agan
st 77 T, ofts, el aft wd A samm ¥ o

2 Suafiei (Attamments)}—3% 1% 390 SwahTat & art
& et 2 st ity = fren, st aar qatwe vear § aw
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7Y O T & Fw & frg waten ¢ o g gy frg wrre Tt A fan
# mift el At A SOy qet A At @i |

3 pEva s @wma (Genend (ntelligence}—am (s &
ATrt srat 2w atfga dvaar 3t s TR g o

4 fafuee Sugwar {Speaal Aptitudes)—ardt w fry SR Y
oy s & EY @T ARy oA e AT il a3 gy TE
=1fgg e

5 wfaat (Inlacsts)—anarqFT 7 95 A T wifge {1 ardd
o1 <ot frg ST § 1 XT EE T AT aafad T §

6 @ (Dispoition)—ar i TR 4T T ag gl
71 ywifaa w3 27 feafa 0 & qm 90 qw@ w7 9T fawar §, arfx wi
amY Y ATy grs T |

7 ufcfeafant (Crscumstnces)—grdf 47 gy afcfeafar ddt
g gz el widafim ¥ @ gu el avar @ gTrET A A
atr wfz IEt O o gAY T sfeg

arneRIT & agfaar
(Methods of Interviens)
AT 3 SyE gEfaal ey gare
(1) sfaefrm aprerz
(2) =wew ar wfqafoa A
(R tscolicicic
(4) Az TR
2 A AT W AT fay T vE
1 sfaET AR (Pitterncd Intcrviews)-qRies GPIRTIR 41
off T wOfeE T A ¥ ST s ko a9 o
wafa W @ VY farga wEIH &1 fra omar 8 e qead
w ey fafta WA T U ArTATEEn S @ arw T
whaes AT 9afa A & sefant ¥ 19en wzfy o mfrer £ 0w
desfom (£ F Wonderhic) ¥ fmay ar 4 o9 wofy § wemor a3y
fay ATRET A 0T Dignostie Interviewers Guide gy 91 f
gord) agft & et AR 1o Rwgd (Robert N Memurry) wiry
s § ¢ REGRA A AT I T ARRIR A7 S0 71 ¥ gremverie
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FieT g weay gY ;AR B o, faet e, afvard s ¥
& yeafaa a

TERE A @ R T A e F sw g o § 1 gE
T R et aw Wl & q@ frg oy g, frad st F werw w w i
AECAq AT A WAy Ak ¢ ¥ aw blw ek omdl ¥ oaw
A, w1 pm, niEfes e @ afdafion, fadn fafy oz %
e i AT E L FEF (Mandell) ¥ 273 Feamit #Y uRIRER
ezfiEY ST SgEeW FG% a3 9@ G auaT 72 (26%) weEE ¥
sfaeT araresTt 5ol & v S e § 1 semFR N I ogefla A
sHE 99 fae ger E—-

(1) amirrTaat @ fafase fawd ¥ e e s 5@ g,
wqlq g wg war & fr &t sl fim @t s 3 fag e
BigciciEiiicee sl cii gl

() wreeFreat ¥ wm g fafeaa 1 g &

() FTATETIRRAT WTARFI ST A FAT F Frgw dar g1

() e & w5 Q) vl & avae & wgeaq Ay AT aar
=< Fomr ST § )

() st ¥ gy i@ o Q0 & fnag ndl ¥ wowas
IS ST KT IRH REURT o7 P A v

() TR o At Al Aifew grrm A § @ Wi
arere ¥ Q@ swdfi Qe g

= (Advantages)—ATTETT FY 29 THT ¥ wg A WA
fagramr fpar o —

(1) 72 wafy ararwrorst 2 andl § aeea § Ageeqd oo @t
g1 & gz FaEE

() B wTTeETaY § 97 Aol g W Q@A wvT ), for o st
T 51 ¥ gwaa R w0

(0} & aIRRT & WAt Y d & 97 Aot qar A 7 7%
TFY A et 71 7 frow S aww A

() wrreeTC & erareraTl wfe oqee T A% Avar

{+)} 3g "mmER A watioa gefv §0

(1) ag el aga @ AT frodamer 8, o aeTorat
Y 7g e g
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(s} armETe 7 T8 ffea v7 R 597 Qg A @ e
ags 3Y qEArd Agl gt
A (D1 2dvantapes)—a1 TR V@ vaf ¥ oage 37 A9
farmfra g—
(1) ¥ RTTRI A9 AV WAWT AT s Ay A1 o
AFAY L |
(+) o T g sraran o s fra ey fowed
g arar A §F grdf | It era
(1) T aefa ¥ aPITE R AT T ARTTRIAT Sl i a= 0l
arft 1 warfad @ A # AR WA R AT A7 a1 war |
2 mxemet qv wfqdfnd AwEER (Ind rect or Non directive
1 tervensj—2 JOTCFR 1H Aewaw ¢ A g9 fafa ww w@
7% 5 R AT Y eieR v WA A Al & e o
i U T ©T A G 8 nE arier s widf 8 g
qur A 71w f oA sy & e ag dewerangas aw a1
9TT ¥ AT A4 9 A7 a7 a1 agr wrdt fw e g garai)
O3 AT & AV A R TOATT auT § fry o snenqrR 43R
Ffay TTA vg wgadt anmATReat @ gewear goedrd ) g
annETEt £a & T god ¢ A ardt 31 oY amwas a9 A
AT T 70T G )
WA (Adv ntpe ) gy m oafasf eemeeR ¥ fm
397 AT §—
() it 77 1ga afger w0 Fo oA adt @ v oeaQ ¥ afa
fafag 7y warg
(u) T0dt T3 37 aggAr T O A avar § faaw @z A
rfq war ¢ 917 997 f0 3fam amwar
(0} wAr arngare wfaer ¥ gsg w1 3 fanla T fnem 2
aFar g |
(v) wrEarslt ot ararar Al e
() mdt A v egaew d neafE ¥ AR | g anaT
LR A
zm a @Ay (Disad ntiges or Limititions)—3q 571X ¥
AumA T T A4 3w ot @ anmqrrorad paT Q% migd
s TR qidt 7 oam ww o G e 3 oo
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wlxfs maqereal § 18 e 5 genws £ @ w6
=ifga
3, sfret atngere (Stress Interviews)—ufirae ETATFTC
wafy & faTe A o wafter ¥ frdiT g3 31 Y 37 @Rl fanl
TRt ¥ S SO ¥ R T 4T S YA F AT ¥ A
@At TAgh T GTAl FATOT aea §, A w5 8 1A Sy
AT meR-faery & 39 71 9eg? %01 £ 1 719 9o i Srmesr
TTSew Wi B AT g =g ¥ R aadn §1 931 AT
ST | AT T wER Y AR w1 I ST anEREal
% fAq 924 WAET &1 & T4 T YR F MUNISEE, $U9F 561
F1 IR B N Sl oAy e A /W 8, 3 O AT ¥ e
" SR
Frawalsl & o & o o7 9FTe T e Tel €71 s e
s & P Arew o w e F AW § 1 7w wigw e gt F A 1e
TE g W I wIE AT A A5 § o mawg gnif 1 oF agE T
wfa frx OFTC FT I G AFAT  THIT AATD 1@ FA F fAg 3w
SE § A fag W oarg £
ATEAPR &1 T 92fa 31 FF S amEnta de ¥ gk
FARAA €| U Ul AT gRT § 9T WO § & w=ar derwy
afvEq am@rEt W Wi smgdeAE g sray ey § e af
=% 9gf1 ¥1 ANATA Wal §, 1 HANA U9 a7 QIACETEaial S
vz agft wrwdt Wik @ifs ey QR sre A E EEn
UL E Y
4. §¥g FEAEET (Group latenview )T AAFTTC gzfg ¥
FIATaT Mo Faeed o Fvew (Milton M Mandell) F¥ wmT st
£ Ve oufa & SR & @uz ¥ awe 11 anen w 9 ) raw
srft 9 RO 9 w9AT A9 ReA i w¥T 918 ) anngerest
TRGET TOF T E (T, T 11 S, S & e mik
T weele AT & 1w ¥ S Al 7T AT ST ore ¥ E g v
T & I 9TR A% R vt e SeugET AT TmfEfr w
AT AT A7 ufaw wa g0
T % fag swt
1 wilos T owerEr awd 0w O swen o
gt g ?
“Whit do \ou mean bn recrmtment ond selection ? W} g
1= he need ‘or recruitment ?



w

Timar mhwfrm & oav ¢ Riaw arg 30 warq P
Tifm

Deseribe the [ vt { rarument of oflice
promdd

OF W= T1ArAT Tt vy afvan 71 T Tifar

Discuss a good  zlection pracess for office per onnel

2 T T orawtia 1 figw o Ty afmam 2w qw
TR e nfEs 970y 17 7 A0 gqrn Ty von ogart Dfan
Whatetep  will vou tade to recrwt, tratn and  ret i -your
office personiel De ¢nb



PN

~N ot

THT-3
(UNIT-3)

smatem Frifala

sy FiT fTEum
Leetoy

WA TEE JU S
Gfaavia Afaai

Fufwaa FHaifRat a1 sfmem
FRiE TR #1 emiE
TSR TqA TR



Fatay wa-fata’

(Office Procedure)

«“Office procedures are a series of elerical acts orgamised
under supervision to accomplish the purpose of the office,”

—ZLibbey

% Fiad & w0 &1 i WA qu e & fag ad-
faferit a7 AT AT § | andfafuat Fmie F @t € e 1
TR St § | WE g FET & FTT 71 FHag & ¥ fRAr A5 awr
2, frg=ygar Wi §T o1 RN § w7l W i v 34T 9 )R
&% aT a0 § |

srfafy St ol @m st
(Defivitiors and Veamng of 2 Procedure)

faed (Charles O Libbey) & mepare “swyierr aifafiad smiaa
Fewm W Er T E fay ffe frat Y spawr & 5L E
sy (frdww) & aufsd 9y ardy § a2

e U Fifam (Neuner and Keelng) & sqar “amfafy
e F AR SAEEd AN W AETR w7 A 7 W §
w1t w7 frtfee s E 00

it (Neuschel) & o “wrdfafs wawmm & 4f1% saagre
ey AT TR & g e a1 v § Rl e
uw a1 3% fawpll & @ wrataa g g1t

1 ww@iag sEfaE 1§ T oy (Office routine) % A1y
Famr T e

““Office procedures are a serses of clerical acts organused under <upers s30n
to accomplish the purpose of the office —Charles O Libbey

3, A procedute 1s a planned sequence of operations for bandhing securing
y and y "

"

business fe

—Neuner and Keehng
4 “A procedurc 13 a sequence of clercal operations, wsually fovolying
scveral people 1a one or more departments, established to enwire unifbrm

handling of a securnag transaction of the business ** ~Neuschel
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afwras qar Afawa (Lolnewcdl and Robinson) ¥ sIqarR
gt afrd @ wi ¢ e wmlar o T Ay wew TR fag
Iz Mg AIHTH L

W (Tany) & aarpne g adfafy aesfer Promsit 11 o
sgaar @ Ft AR T g an T oAy 7 fawter Ty 7 oqar fray ot
Tt v A fafesg fafo o 0

393 W gfearEr Trwar1 wva ez grar 8 frowdfafy
Trgiaa & faftals mdl 1 gF Yt » wen @ o qa frfesa @it @ @
fowt s W eqgmi & &fww miot B wwear awr wesgar oA
<warg | A fafy fredt 7w T A fae awatr TN TR
fafy mrt 1 @ wraTw ) & A7 AN e A1 sRIgE ¥ AT
fyra ot A vr fafead Taabt grart aAY § 0 Taw AT wsEr,
T a1 fentT TT1 qAaT SR vvar forman e frarm e sz
frane oF fafemm rmfafa gidY ¢

| (Chunt s e )— 3@ Trtafs ¥ oagT auy e
T

1 widfafy fafgdm Fo7t 4% vgar 2

2 g w1 sgaEar 1@ A 26 e
g sraama § A Tl A AT an A A g
TANT IT A STAATT F AT 0 reTan og awrat ar
Trafafy gd fAf= Adv e
wrifafy fedft Al v ffiag Y 9 E e s
frdrray famy strar 0

7 qrafafr &fas aval B & weafer Frt 2 1 fafex aet
g fam gaaT o T wrasar 9@ 2

§ T awy X o g &

9 ug gTYTE QAT

10 ag dradve & g Y fror v g

T

1 Office routine s *a series af steps i the performance of the office worh '
—Leffingwell and Robnsan

2 “Aprocedure 1s aceries of related Iasks that makes up the (hronological
sequence and the establiche | way of performing the work to be acgom.
plished ~George R Terry



TR B AT
(Termunologeal Tangle)

2 qr grg wEfsf w1 s wres ¥ Ty oA § e
srifafy i aefag weg wet WY FEEE SERT ¥ s ey o § R
S W ST T d wRE GTA A WO 7 PAre 5% 3w 305
g
(1} wefe waan =Eway (System)

e Fifen (Neuner and Keelwng) ¥ w38 "aqqeat at
Tgfs ¥ aReT w50 F 0F 9@ X (U FA ¥ afafaT siwfen,
R AR, TR S SR F o e a2 1

fafameler qat <& (Littlefield and Rachel) i g fafia
S| A WA 53 § A A7 s I AArEE At gl
s

o Frgtr & wgarr, Cngfr e Pl g frar A7
& fag frct anfag avset i aang € weafrag Fefafedt 1 asada
g e §, ‘qefr smm § B ow A a5t v Avan
ooy fafa §, food wiwfa, s, ofsa), wie ow seear
mifz & Frifatont waft ) ST F M, gr faaa agfr &
T g TeaEfy T aw AWy gwfw w9, g, Raawa,
fa STwEat Aar faera wfaesay iz gl Srfafadt (Procedures) 71
afvfo 37 &, Tt w7 ARw wfa & sRErg AT 9 g g
Haa =+ % o fafvm Frand A7 aft & 1w s ol Py
wt ol R g R & Fog 9A e Rl s dw ¢ W) feoaw
IF e ¥ W W T QU I F g vl o g7
wafa & wpm o fretiae 9 §—

1 wafa fafwa Teifafa @ dw §0
2 @ us 3 wE AT T A O fifa wies e
AT

3 W% el wdaton, w9a, whR, Ay w1 f
=qt Ty T Aty 1

I Theterm systemrefersto & complete picture of thr personnel, forms,
records, machines and equipment 1nvolved 1 completinga phase of &
office work —Neuner and Keeling
A system “11 a planned approach of actisities necessary to attamn dest

red
objectines ™ —Lattlafield and Rachel

2
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4 zfa st 3g @ At i 1 AW AT @

5 @z qudf w ATAAT fRTATE ARG ngeR 93
FTHIR )

¢ °Z %eqT FW T ANAT XA W AHAT EXN §, fand wqw
#595 FT AT fFG7 A ATAT L)
() st (Method)

gataa gfan (Nena ad Keding) & sigare et ag
wrAf A afra A g 3w & f9wy grn gerd fya Ay qu
frar smAr & 1 1 =7 gF0e qwyi e SR frar A wva 1 Pog g v
7\ gAR geRT W qmTAT 9 A A ar ofra A &, ik gra adT
frfra mwat T g IergTm ¥ o Tarw Tt afag e g
faw ot o fafem omrd R & 3w e TARw § P oaar @
gar 5a0 gy A 3q g i il A wEn Y i g faw
wrmAw frar# sfow ofaq fawor g o= ovfz o) word T
FRAF & AT

ot ® opw ag 77 wAa £ fr awfafr (Proccdure) frdt oF
foar 71 #7717 fav fafadvn w11 wmrw g wfr gl (System)
Frefy smanm 7 fafaw frarar vy #7901 Far oy 7ox fafunt fafeg 2
arft & I wg ¥ o q@eet (Mets d) frdy ord 1 59 g7 7g w0
dva ar gy wraw ¢ e g sA (e avn o) a<ar g T
fafx vl v spamr & wafe g fody v &Y ok fadte & e
feamt 7 &7 T T @ el wg xAvi @ FRr e gl v B
wrT g A A 7w fify agfr aaaeefy 9 nr e v
TG AYEG G ATATE )

FRITQ T AT 0T AT 1 AR 9rd AT § w7 geqr 71
FET W AT & AT fafar amfafy (P cedurd) mrars Ay
2| /I R Ay Ay werr o PP frar ster 1 o gear Y
wdre o femifeas fomar § a7 30 Aty awh T faq ey 3y wdt 2
qry A% 7 ar1 @ 8517 w1 feart ey dare frar sy 2 fommg
wfe A W WA T T WY PAT R AT Q@ ) oA A
af wze ATRIT F @819 7 217 Prrad € € @t wer fwarmr

1 A mett cd 12t} ¢ manual or ne | al means and devices by which rach
operat un 1s [ evformed —Neuner and heel ng
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fray ST § 1 aecaTs (g w1 feuw W P s g, Peday
A frar o @t & fr faAw oA < § o wire g e
fay srerT FY wgfr {Trend) &Y

erifefa F wdw s vo uw fifist sorEt w1 osdw s
§ | frex fawrn ¥ ek & franfaty, wr Wk, AW i e
TNAA I FX, (FErR fara W g B emm a o A
Fyifafy ¥ e w1 9w fafiwg ward g1y 8 ) 7R =) Panfag
& ¥ forg w3y wgd B w1 Awes s oY gfee 3 o § oo
g § wAEwar g 97 Fw & wried feafr o3 At a8 s
RUeT F WY & | qereAnq A v oW i % faw dare fey
srar &4 fam Y % wheat fwe 91 ol 4 faw O sfont wrer 3
a1 fawm o wvsrey favr e G fam 1 A et E o aeeng
W fawnT agr §fw faaw & oF S o Wﬁﬁﬂ?ﬁésﬁ’(u’
s e amry f5 faw ¥ spwe W ae e E W adr i aly
fw‘l%r{fﬂmﬁrﬁ%mqumumg eﬁﬂrﬂﬁm
w gae frar ey § 1 w1g ) faw & 4 qan AW e & wereg
Frer a% wd oY SO w8« qereIy FRer # afwl wgw, e faw
el fran 1 3 s §) W TR arn 7 Penfafy % weay
 9g S WAt W

sRfafy wgr saet ¥ owgee Q1 @vdr S, Sawy, e,
s, T e B aferfam o ¥ 9o ve § 1T argat i
aafan g9 & ¢ w2t sdfafaar gx sqdEt a1 amg €

srataa afandt, st gafa aa sEiag s § oo
(Distinenion between Office Rounine, Off ce System
and Office Method}

WAL FT | FWTy wﬁm"rl FraimT agft
e ((Ofice ROUUHE); (Office Sy~tem)
1 ates mq&m FralerT agta feat
mateg 3| o v 9 111 zﬁ%

arT

FIART QAT
(Offce Method)

«f‘rmm% & fag g fafew m
frg  (afwg | mdfafear @ ﬁﬂnﬁgmﬁm
Tt gl S w A A F | S

T AT
i T | 2<r S fag ade
L4l W E
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g arrd AT end | TR e ofemy | g e Tl
I 3fa & agfag | @ Amay | agfy @ qfraY
l? g gt | g faegT 2y dmr A1 gIN W

q frrga g agfrr E

whr ot | fafed Tl @1 aft | sear frar v wane
g Tm  fr | afzmr ® e | ofreEr 3w @
arfear g1 | wiater g=f 70 | Tarmaa afafear
fratm gar g 1 Frrtar grar 20 T W Tafa I
fraf grar €1

AT

Eut 1 s et Aafa T T AeT | 9T grd S A7
sifry Aemt w vg T oFEl v oavwr | ¥ fafiw wy 9
Frar AT g 1 | fAdeanAT A4t A | g A Frar T

( sftear Wt g @y | @ faferr femw

qeAT A AvEr g™l | At R e

| & er=q 1 fasifr | sl ag Fard

T2 2 fr frfy o w7
\ 97 frg gy A
| Fg ¥

wratva safafedt w1 agea av s
(Adsan tages or importance of Office Procedures)

Tata 7 Frfatant a1 gE wemreT g fad swwo & dfor

ATATTT H) YT AIY W 0T FI@r awr AT a i) g 47 | e
Michel) # wrar ¢ gwfafum fefar & qon @ ofcaw &1 and §

fafest & sml %1 afs sem ==A § gar 97 T A frew § @ @R
I ¢ A agraRla froam ) A e A § abs gafas
areq g a¥ ) Frarm rsfafor 7 onwr @y A feee w1y A
T -

1wt &1 s fengy oA werfafanr g1 samar 701
o A asr arw qz ¥ 5 1ot fre favorea @ smar @t o A
g § fr sor® T &1 T A7 7 3 qvm fafem a7 P @y § 1w
FRY AT AT TEAVE 1 o8N T07 1w g iy @ Ay

2 wgAwdl 3 3fg—a7 vmfafm ¥ oanr w@T ffT s
fra i fafeas 7 fan @A ¢ ar ag ol T RoR w0 oo
et FT AN TIF wARGE qabm sren wfweee wife a0
Ay FpTAr & gfg f 8
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3. wnl ¥ @eer—2Q (Tun) & aaer SR 5
wramag st i femw “awl & regar wid oWt V7 (Umifor-
ity of action 15 obtamned) 3 fF TF 9FW ¥ Tl F7 &vH F A
AT §TFAT S W16y §, 9T FE] 6 QRN T avea § )

4 fremaRi—sa TR TR FF WA (Sequence) I &Y S
g, @ fafosr o1 oww wd Ad s AN faesEar s ARt
21 36 W fafes sra SRR wiew BT W H Y o afaT @
& wEl w7 a0 o wAr g ) aigrrerss o fereasr et
Eigs

5 fufram saenfra—w T sofafay &1 oF sow ag € g
5 2% gro fafvay aferr ar alvm 7 g N 91 31 Sevamees
FTIT T T@AT § ¢ ARDEAT 407 T T eafdman T IE@RITRAT €1 g0
7 H W afea s 1 8% geT 8 ge% Fewrfedt € gty ondt
(Buck passing) & wraar I (&FT6 471 @ s §1

6. ufiwa ¥ srEwRE@ w1 ﬁnﬂm =TT ST ladl ¥
w1 ag ffeer & e §, B 5 aope Fafes 9y At i e o
o5R0 zA Wl A 9pfr w7 oA el =% i 1 faon 9
# faaifor faar s awa 24

7 TR ® ¥R aAEn-—swiEE F fAE f o s
FTRU wEEET a7 aeEar o v S Ant g wfaly e e &
FHY ACEN AT AT FAVR N W W AR ATN W07 I 2, qqn
wrerdt 7 2 gvarar TR A WV € 57 afifor, M Ry § awd
T FT T TIT 7 A £ v afrmmamey @) gafrsr A seame
TR AL

8 =i &It & gEE—~FTRAA T 0F aeTe o og
25 % g iRt AEEl ¥ g AT 20 fafes ot e
wEET T § A ARAT § VST Sl &Y A g T d g

9 T WET I —TWEE ¥ smifafudt 5 owan =y s
Freman RN IETE) SF 9 T 5% © ve qny
1% WY & UgS ¥ AT W, @ s B 2at quw oy
-t ST & | TR qfaneereT, §1F qur awa sy zﬁa—smg;

10 swaw ® gEm—adfafn smem & et § sy
e TR X 0 A W ek § ot agm @
Frrsll B ww g ¥ ROE W wen d, v owen ¥ w9y o7 mifer
i Fgaar fawar
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wmiaa w1aty & fagra
(Pnncnple: of Offue Pmccrlure»)
s
Fuafan fRaffed ot awa W e e ag
(Tactors to be considered while determining Procedure)

Fraiaa & w73 37 &3 Fafigr A4 § 1 3 (Terry) ¥ 7AR
riafafa 71 fraifeg a7 an7 fyed g a7 @9 ® W@ Uig —

1 wegm xm osfem &1 wema @ alge—ymiEfn 9
famfeq a3 @wa wywan Fwmive 37 @y faarmn ar s
Fr Az ) T 3 ag o T el fremitm d aR YR
FSY drg 6k vy § 3 fraar ey A g 9AE 9Ag W R
Ffgmzat med) @) @ wafte gt § afgae &6 g
FTHT G d0iw At gfwam st aY sl 1 oafa
F7qUE 1 AT Y WY T GfAar AT WA F AT 79 AW AT
A T Amfey frosmfafy segm oA v wwEl @1 wfaa
FET R

2 HEEE T T NI AR AT mafah a1
frafy 7@ @ Rl anr &Y &0y & fag waoe aad w1 A
(Sequence of steps) Y &ar FTar oMy =ifge | walq ag faifa
@T Afe fx freft w3 snfrand frm w0 w & guit o amdfefyr
ST WU TA AT W [T T A A 37 Fng gy wifqe 10w
ST AN REY o g Pt a o W e o Avrard 1@ dar
1 fafaq e 0 fratfeg @ amg 71 1@ 1 o <@ =ifgq fr
F 7CN B frr a1 Qgrm A R oaar w0 a% WY wmamw w7 i
#fqF gag Al |

3wl wt FEw ¥ % earw —weaia aafafy ¥ frenfo
FXE T G AW A oI w A g fr w v FFe 3 P
F Y 9 IWA G FAT IR ) PO wwrard ¥ oamoage g
e & g1 & a4 A T wazy w3z swa @ W & fyy an
X AT FE G L F g AT (Redapnm) o
Y gFAT E

4 watem W qfaar—s<a s awiag T v afkfeafiat wan
TN T Tw FAFT gry Al a@ aeh wfafy fragat
sfws $ fag grait 31 9y wawmd af oww wmfaf faifa
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T wrn FOET WY ATITEAT 0T gRar & e ke
wifiw ) grar qar wnTEE F owgAn g srfaf fraifa s
g

5 sRatal ¥ Twd—sEEf D fwife s@ v al
aeafag wRatdl & TURe ¢ faa S € o 9 owifalT il
AMATE g1 STy § (e F omd och oA andfaft i
e fik o G § 1 OO v & 9 A=y pee o mmaey $
Tt & we aard af srfafy ) T ¥ v e 57 glar
FAE GNT & 1 599 FHITH F WA B T 5wy o foear g
iy IET FH-FOAAT § gfs w7 9 sy fedy £

6, WO 3T W wMT AR { w7 afEE—adt we
it & fry fedy aqr & seifafy & wop won sfes g fm
THT JeUT qTer A7 AT TR/T WAL AT § W ¥ q&@F T & fag
gar-RA FEiate gAY afeg ) warwem wE il ¥ & e
@t wfas gowar w@ frerrEm F A R e s ) P
ar Tt 3 fag www sefel & wendt wifem ) oft e s W
ICEH G AR & Wit i swfafy aary g fre Tt s
e & T e

7. wER—EEET FwEl Y wa § fg oenifalr o
st a1 ot it wefas sRawen 92 qan i ofefmbr
w £ FElam w oITE FW AfE T o afdfeafn & oentfafa a
Tz Grew T RAT A1l |

8 frdey & ghtowes gr—snatam weifaly W 96 s
foad Trateg & wal @7 (g 3 & W afar iy Sy sfafy
w2t wrt et § fAEE 9§ R Saar { et o1 frdw Bear
Y 1 3 FRTAR A e wv & e # gfae W o e
T At |

9 wmA—arifalfy emr gy sifag | wore ety ST
SHE ¥ 9T 39 w0 o wiiee @ s v wma e
g sy

10, T gufaw-—wrfsfs o mfa (Self Coordinated)

it arfze wxiy s@ffe 00 Rt wifio fr fafey At et @
Y g YL
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T AT
(Work Sumplification)

S (Dunyer) ¥ FAAR @ AT 97 aw@d A
% fav avd vy wfeg w=g 0T N @A TR A s SeT AT
aafeg w7 F Sqanr AT & 1 geErt & o e a g fenm § f
T A A g T gty 1 dafar frdeen § fand fr
aferras T FATAT T T qT AT ¢

frae (Muller) ¥ % <t & fradeaady ofonar & ¢ sa®
AT 07 TG AT 71w ¥ g Areea wwo an anfea
= ¥ gygmaTAr g 2

=7 9 377 afeArIR § omuad weqee grarg frowd
nedrprar vr oAl sfFar § faaF go7 T @ avy iy ang, afe qar
e 79 faqeanr me W sy § 1 e 7vd o wAtaw fafs
{Moccdure) w7 fynf frr o At 1 3 AR ¥ g0 T
Tt ayfay awit @ afer wAn § qar IR vaw qu foar @ € 15w
14§71 § adam G 9 qgw frar wmr @ Ak X afar wedy
TeE 971 T & fAm Faw gmer WA g

e (Chrtensties) —gay's afeqarn a1 o a3 §
14 e F fre aew A faRnad aee et —

| &8 B AT T F wfay wog adeT A e 47 ardv g o

2 T AT AT 375 ¥ v Amer A g oAy wwE
AN frar @ E

3 TA AW F L adm T e 97 A7 anat 77 fifve
fran s 21

4 T ATAEN W qgh aw Ay agfas e i fawes S
STAY ¢, AFTE 355 AT T faan WA g

5 7 AvEiETa & Aqe Y <O W &

6 T g A T afw vq Av% ¥ wfer § wfar o Py ar
aTar gy

I Work smphification 13 “the organised u ¢ of common senw
sud better ways of doing work.” enre 1 s

—J C. Denyer
2 Work imphfication 15 “a scientific checking on the way work 1s done, to
ensure that ulmost effsciency 15 obtained —J] G Denyer

3 Work nmphhra\lon 15 “the organised application of common sense to
eliminate waste, § —~0Q Owen Ml er

\
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7 wah dwifas fafs ¥ wal o Frdeng =@ R 1 wdiaw
Fifs S S s 21

&1t awliEm & faq samas aw
(Essential Elements for Work Suuplifieation)

F1f weveew ¥ fag feafafea ar e wafed §—

1 o 71 SERS QR—IR ARy ¥ g gaw was
A g § 5 Faien 51 W4T T gEIEAE a9 (U ° § awers
& e o Bl wmtEsaw AR A Al fear st =y o+ ey
vt & foaw sTatm & a0 eaw T 8@ | gETE &, Siviaw R amr
gaE & tar g aigy fasy Fieiw A gEen & fnaw e
G

2w agfe f—Fmt 1 5 O ars wE anf 97 3faw
wgea famt e wfram 31 afz agw wgmaqm ATAE ¥ o AT
Tl & agaw Ay WArg Al qmem aui v AT TS
aFarg |

3. v frate R A R G-—miag 7@ F awew & fRg
ngermaws el v Pl sy Qv AT ¥ mby
warg QAT wHET ) v ¥ vy A Q9 9T ¥ uw swenw
T |

4 wrifafR aw Q—od gEww ¥ Ay oy oA saw
ngeaq & £ a7t @ srifafa (Procedurc) e gY aar avfy Tanfalr
ur eafe =il & Al § s v w0

5 TaE Wgdm @—IREY ¥ & awan, gager  fageryar ¥
a9 g% 98 oy moawa § 99 95 sHnia) ¥ awdy ygE@ g
e ¥ ey wEe @R oy mmEs sy w@ ¥ afe oy
SR QA E o w=x =il i W fortw e uwa e
aaimun F frg sl w1 aghn o sfw

Fmiae ¥ miwETw
(Mechamsaton in Office)

Farg % AT w0 ¥ oed awtew ¥ osmt Gqard
ST & & WO oNS B whT B A 97 9e e & ar v
% 1 sxaF AT TEiT wEAN 9T [ fre oy £ 1w
FU E O] AT T PRy R ot Ty oA m
EEC R 4



wafan § oW a1 RGEF AT AR
(Importance or Advantages of Mechamsation 1n Office)

wrfar g i AT ¥ afgeugt fa gt e Aadv Gt =wl
ar g amre T o fod afafar a7 w1 ey wReT WA
fifira 1 3 1 s A A ) fageggar gadar eiwar mfe
9% fas? 77 7@t B 1 mA qmatAa & @l WA ar Ay Wy aedr
a1 Rr & | fawtan wredt @ aEAtyT qwlaar ¥ gy afe sl
Tz wree @ wrn & % avatm aar e frar aar e qun agh w oaqw
0 ¥ A Y wAvad € and 0 FiEiw 9 47 37 weed fav wfafm
73 v @ Praffar 33 7w @ a0 g ovess T afa A fow
T E

1 fegmuat—Trai@ @t a1 wfaTw a7 o agd awr @
rggrar & framal w g Ay @ o1 ogw frm oy gwar § ) waay
Faarfedt gRT f3 A M 17 w1 g At g awrd fra
s gFar g1

2 ) I9d —E A § A1 T T T Fw g 9 afaT
Fra faar S wFAr § ) R weat & wwafar 7 qoar 1% 1 foaw o
A7 ¢ fad fadsaaar are €1 o7 @7H &1

3 oW W aET A ¥ ouT a9 g oF v ag o g 2
fe guafear ¥ aw N N gww AL gy whew orifos Aw
A F A E TR ¥ A AT & wfemfer 1w O
aFg E

4w Araan ot waf—wdE T Sl g vr ww A 9y
2 fr wlt Tl Ty Arwar Woan @ N g s a7 Avwar ¥
e S A AR fa @ T § @Y TR a7 wdar wher
T AT T T

5 s gueal ¥ fe—3w AU wm D awr g A
eear qET Y § A1 Ft & gy e} dwar

6 WA AV TW AATRI—~TAAT G AT A ¥ areadt #Y
sy F1 3 frat s awar ) fews fom 9 v ¥ fram frama
Fyaeasl &Y, 7 f T X aF wwwd 7 A oow A vl ¥ 41
e A Al a1 g2 frar @ qwar

7 uwaw wf sA—wi T g uF we a3 g fry ey
w7 SERq ¥ O A ¥ of € 9ta wa a7 aver aemy
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ar wr fogr i owar 1t agfafafen & oAl § ooF W oad
afaat s X aFA g

8 =W A TreTm—A & wgAw § B ww a@ IR A
AT At T & | Swreay B fa, aft o T e ¥ e
ST 2 91 wan 0F awta vw fear g 1 e afd ad a1 g
Zrai ¥t femr @, A TgetiaT & S

O CRERRT—TT AT ST A F AT §A @R ST L
gy v v S s wimd Ry o T 9w @sgn
g

10 w@aEt @ glam——w=iar ¥ I ¥ 9997 T 787 gaar
TG At &V § Afawfas st s A £ F Ti e wiaw wa
¥ fawrg 3 854 § | 53 Rvm & wtfan € a1 g a7 o
T @ AT LN 8 7T A Y

& T (Disadsantages of Mo, )

FTaAT @ AAN & 75 a9 G 8, B e g e it e
fawd B—

| FAFE 7 T & 3900 ¥ 99F wiEr S awwer G
ST RTFATE N
3 & 7 FE Tl ol wed as 20
T FArEEl F oy 33 famdt T drawt g o
AT ST T F0A & e A @ G amr g4
% FY 7707 W9 Ao e vaia et s vza 21
T Y AFALD & ofeT g 9T TN 79 AFTCF S

7 fard O A T 39 A AT Aure A g, Aty
g I A d

8 ¥% WAl ¥ A= 7 T sthfae b T A A
%1 afx a7 @i swmer afy &, d il 91 s Femr T B
ST )

~

R ]

TAST AGT I (O and M) Har
(‘Organisation and Mefhods” Service)
FE dmamumﬂﬁ’wﬁﬂmwaﬁﬁww
& s e & 1 75 T Ol R ¥ Q) W0 W GRS gay
S Ry & ST 6T Swionw F Ami F g uy s ofy
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e TRT % ¥ v o 0T PRI ATt L T W T Tkt
e, sarat g fafrn Lt Tweifar wdw T ogwam
wife mife & e fror st v g0 AT Tk W T Bitaitidt
Fiftsrg T2, 37T afadt T @ww 1 iRy o & O amfaa 0

areT A rwrdy wo T g Y ur am fans ¥ fooam
Y ATy & worar wenoer Ty avgfafemn ¥ e v ar arie g
Y BTIT 4137 @40 QWAT A0 O 7 T {17 qe a5 OF 1w
g Y et aY A atar @t fAarty 7w T b fetarr
T WY @I A aTar g g A fra av d A e §, og aafay
vt owre o wf gl @ far v gy froy w dm A
TRED T gorfoen Te nwart o Wmch Fr cw A fag
afafia g0 o eaffedt g daar gt ey ofr @ afzmo
i afr T qrator v fafernao sl o qbeer g oY e @A
Ftlgd | vak Nt & 1 T 3T T g ara T 1Y T
o
BNET AT AL VAT F I (Obrcets of O md M)

a9z vg @iy AT v ot frafifon -
qdY FATTIT f}’ﬂﬂl T AKTT /AT
F17 T /7T g7 Va1 79
ATTA T TN
37 famar T anfaa v frg AT ww ¥ afrt v
FralFa w aur (il vg amfant 0 ffemt 17
T Al AT RTenT (Quonut (nedy) 1 wmeRT
{Quilitwnely) 7 &1 AT TAAT

7 FrThTw et T sfa g3 9T T

‘ansT g sl Fal § gatgay fif
(Metiot of apereton of O wd M)

U B W =

AT T T WA YTV AT T Y or Frfemy fafy
wrardl Mger w T 7 AT al far wd o ey R e arar
E|mrerd g T ATA N Fret il e A Y —

1 38w W Fahag —a i vt o o7 gy AT ar
YR 35w A eves w A WhA 10 3T o0 Ty eger ey B (s
7t R Y 3T TN



a0?

2 freltsm wTAL—eqrIg 9 o1 & maEe Tl ¥ fav fefey
Far wifed | fadim w wnr wvl A 9yf|, R S A Al
s & AT TiE | I AT F) e X a3y W e &
=1 fe frg wre Y I wFta ol § TN I Je A R Y

3 =aw ol fBlkd ¥ waw & gend i s —<dn
o fantem ¥ 7Y & a7 adws o7 fafnd aur yie ¥ ede w
Foe Gl w0 A rmiew e lmiasr swfom 1 g
&gt fvfalad 577 Y gaard uslw Y ot §—

(1) wdsfrmaFensiwd?

(T P R R R fa st A e 7

(m) w8 frr A goraaegds w9yt P e 9w @ g

=¥ mrErRar T g 7

) 3 R A w3 F R Aie arm an e g ?

) = [ Rt g frm s @ E ?

w3 fRmw gEAmr AT wArg AU 40 9w amarg

w5AT 54 ?

v} O e Rt T Feaa B SR Iwt R A g ?

(v} w5 frar 7 277 24 H sz (Transacuons) 27 & 2

() g Foear 3t frw st @ P € sasgenr § 7

(%) g% ant @ B i a7 gfe g ge g ?

() FIEE AT g ?

{ ) forRmar T AT g ?

4 g & A gemmR—F /OE T S O gany
qafaa 53 ¥ 71 A R AW T o e {5ar a9 £ 1 e
T w7 weAaT T F A 00T qem T 9T ¥ ST Siew 57
ardt g—

(1) wem Wi gy dare fed eva 2 1 wedarfon & 2

(v) @7 a0 Ed & T T E R A vy § o

() SR EIAEY g1 @ifemn mERE A TEM & Ay

smE?

() F LA e A ow@ W A E O oafk A oy

AT AT Y

5 QT T NOAR [@O—AA 0L AN AT A0 F vy

ev = A AR § R F s a1 v e wfem Py
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afteg 1ot sifug gmoar B ogn R frdow at 1 AT ST
stetfirq frraresy % N fear ari sl faad Y g garer T8
T TT AT I A AT AT
TR BT A (Advantages or Inportnee of 10 ard M)

1 af sprrasaT Frart AT amed oo ar aTar |
Frt ¥ ey T AT e ard S
Foirg qrat w fagoanar sra 1 ar qrd
gfag fafydy 21w 9T g7 faferd frar ataTards
arafar 1At @ wgArT (Quidihatng) quIT T 1
Trtery aRTfeN 1Y aeiswar azdt ¢
FIET T W qaieT KA1 TR
Tt 71 aEarndy ¥ e o s arar
Trafag § @Yy ardy Tl aen st At
0 Tl ¥y goAr oy afvear w gfs A e e
RN (Duadvantages of O and M)

=S SV X

P

<

qUET AT A JA T AT TF D ¢ ey Tl
A1 g@a @ ATy @ 1 afy Tea 3077 e ¥ wEw ¥ @y A foar anar
&1 3 ATAr wa Aar & gy 1Y Ay ¥ saforg qut o fnt
TR U@ T 0 A ewe A Ter 77 el arg et frr e
aTa

qvae & fag sa

Twtag arifafn & ge A9 @y § 7 reifafa, wxfr r s
T FAT ez A |

What do you me n by offfice procedure 2 Distingush between
procedure, system and method

v % o g3 wnifafy o nger g 2

What 15 the importance of a good procedure ?

3wt awifafe ¥ Profew & f6T Py and A ey i eg
aifge ?

What frctors <hould be considered winle determinimg 1 ofice
procedure ?

2
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TRFT Y FEUCIFT 0N GO AT a AN g
afar amTed o

What do you understand by simplification and mechanisation
of offtce work ? Expla n 1o detadd

F1aie Tl & RO F ey g7 91 5 auE aifa
Describe the merits and demenits of mechamisation of office
worh

OF T ¥ GTed ot wurt ¥ar (O and M Seovice) ST a1
ArR W AR A arq@gfa g ?

What 15 the importance of ‘Orgamisation and Method® Service
1 an office  'What 1s the procedure of this seriice 7



AT FF T ey
{ \nalysis of Office Job)

Su cess o1 fatlure in business is caused more by mental
attitude even than 1y mensal capacities —Walter Dill Scott

Fratvg 7l T gyl A w0 amati 7 aery T far
frassfamrda 21w Avmi T T §3 £ faa faa Qmarar
B FarAl wmaT v3 9fte @ x ¥ eafem N mIagrar 97§ oA
T AT F 9T 1 AN AAT AN IF FE TN TW T AT I
Ferfaat &1 FraArdt @ fawife avh 10onzvaw e v

£\ faxdam 21 afoamat (Do ston) —

sfaaa (Jucun) ¥ zT0T W7 f7 CIw framdl ayear g
“mi® WIS 4T T oA 1 wfrae? Saew fafaceaan v
fag gz aw s s szae oy Rar s e

395 @ 4fATaT F AT T Az wor W oATA 1 T fasdwy
Fgra fEEm T s U omAT gowg mer @ S 0 gar
wama fafra feart sufemsll 7w <) st Tt & weaf am gamg
usf@ A it g A9y wE@ fearma ¢ f g ot oo a
T ol ®1 QU w3 ¥ 5y Ry g ¥ AqFE T T WA T R
cgEaT TS AL

TR T fAET T fav g @ vm frar a2

1) T W AT 7 T T fA v

(W) FATN G AN For F 9y TE7 7 fv T T A

forarg

(wy) FAArdy BRI AT T 4 405 49 ey wfzarat |

(n) FI9 TV Y FIF W 0@T Fry A @ i og garg

(\) Fr7 TG FA ¥ a7 3 70 qwm

(v) Frw A RTIO

(vu) 7oy 77 FETEAIfwT



(v} s & il # w0

() w0F 7 @R AT O, TS O W

(>) = 57w = =l ¥ afew o

(M) g =Tl o s wEl ¥ G |

=6 ey 70 ¥ fau and & gafiee 53 sex s gz D
AT O & 1 77 AT IR 577 ¥ fg Frevam H Few
wRIT & frgmy da7 W NI I~

{1) =g fBFww

(u) @b fafrs fraw

= fasem
{Job Descriptior)

afearnd o @ (Deofo stwens 101 Moaning)

fiment (Fhippo} % ware w7 GOg oy faces smoRr
=ufz qepE wal ur afaer F1 a1

g1, ez Wiy (Bethel, Atwater, ete ) sEmE T
faamg 71 AW T AW 300 3, 51 g8 T ATy S e
TR ¥ AT mar g 73

agti (Cuming) ¥ #=% ‘' ¥07 favg ey 718 % 37200
a4 Tl gar gtaet o fargy fawm g 10 s

= ware 29w § v fraen o svaforg o fafm R 30
fooe B, wwa ¥ Doy I Frrst ox iy s faasg B wa
¥ 577 ¥ fAg ReIww AR CT 7, ¥ ofilryfeat faad weda v
frar AT 2, am wd W R wt WA wonfy e fugag & af
fa el o §1

e forw W AT T R s 3 sfuwr oy
=TfeR qar ger § AR STFR F ATT Aot 3) et g oo sy
wfgY | &7ez a7 I T X IOT TT 57 Ty 3 goa wors =ifw
a7 71 FARATHE IO AFG | AGT oy waw A1 Ay ooy
714 faaa &faw azalaT g7 =75z gy =1fey

1 *job-description 1s an organ sed factual <tatement of the duties and rro.

ponsibiities of a specific 1ob ~Edwin B Fhippo

2 ©Job deseription 15 2 buled down stalement of the Job analysis aud soryes
to 1deattfy the job for connideration by other job agalysis **

—Bethel, Atwater, South 20d Stackman

* A Job-description 13 briad statement of the burpose, scope, duties and

responsibilities of a particulac job * - Camiog
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& faRm X geafan ad—arqETa O g fagon w fist
Frfag a@r g1 SO AT E —
(+) w77 wEfeg g far aar A (Fhe ofl el mime cl

the job )

(n) Ty

) w7 avE Arg fra am ¥ 30 A Amr o Qe mar g

) FTT R TR & e 9 qdva Y s ary Ay eI

y fuma@ v B wram fort goma g fom s
el

1) T Ay AT )

u) TR & 7m0

w) T T T Y A T dtwe amEy s

\) i fra g frar smm st aaad sag frar

e 3

Ny el & s o afra o
(\) ¥ TT AT FEf A AR A

afs fafre faao
(Man Speafications)

= faftee faaa, ag v ag ¢ famm fooft 7m0 77 =27
aw i f1q a1faT @ swaae 31 aww §lar g fmer (Flippo)

T AT

aifes fafez fraay fedt v Y 730 T f3a gFam dea

A AT T I g gt

B
exar, f

falraard AT AE T IAAGW AT ATALAT dwEAr faaw
AT AT IAIT § A A AT demar woafar pagi

nifsd geafam A E) ooz wr Yag Ty W avard B T
fafiez P @ vx 97 TgFat & afwera vom g oo S

181
aufich fafines fracw & sefaa a6 —3vy's fagzm & afafes
e s A1 gfaer ¥ £ agr A afuw eves 7 A ard  fr orfr
fufaee fagay & Fivafafaa o safem vl § —

(

1) @ wares @ agardt wwras il wifn

(v) wafer  sfeg fan wafar agm sfibe aqrar
eaifz
[,
1 A job speaificat on ysa stateme tof the min mum acceptalle ] iman
fies necessary to perform a job prorerly * 11 poo

qual
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(m)  =feEna - TR b, TR ATy, AP AW TET
T A, T

{n) w1 =P

(V) wifaE @ wifarE T agT w3 T anat

(v) ammEEy  wwlEE G §oaeemr, iR feafr

arfz

(i) WRTF TT

9 TFR @ AW fAagn WY qgraa § 7 frdvam gor e
st 1 Prai foedy ok & weaed & fafa Praml, oo s
o7 qIfhest &7 AR ¥ Fr foar S R 8

=1 furdam 1 s aut agza
(Need ard Tmportarce of Job Analysis)

14 fu a1 Agea falaw demgl & dar § 1 w1 fasean
Freifeat &1 el & qF § Fwe o B 98T ¥ a¥ vgH av 3y
T od fARTg a1 agEqy WA i owwn ow
SEeu® A9 B A A A R QT FH W wdw wwy g
T | (Beach) ¥ warpA, ‘oW fredmm sRE wdEe &
Frary § MEEARE RO SWE SU8) § ) 6 WeE iR 0F awew &
fadvew, waredt 31w, 3 o9 fgfe oo, @ww e ffes
T, o faful & g, sinew sE-Es & o, 59 e
o At &Y AFAm FEHr ¥ gy ahet aaw ww g o
ST T PR w1 e ¥ Rewvmt X § \ wky ¥ AT farheny
wgTd A 79 SR ST T aaw e -

1 st & g 7t R—ad faedam %2 8% 7 swwfray
&1 91T ¥4 7§ FrAa? fAedt § 0 w0 Gy w0 a mfs 31 agt
eqrd 77 frge fem ST awa @ 1 FF P & gro wnd 9 wpir o
AT Tt Y demard w1 flg e o § A wdwifio
w1 o Faifer SrmarEt F e o @ ey s @

2. wErafh, wawfe T e sl BRI e wrea
FHAIRET Y wSala, TIEAAR FAT SAAFCCN T A Zrar &0 Py oy
saT( &7 GRrEiT 2 § F ST A 5wt s § gy e
s ) afe ag i TeT 97 & g e A § rer e
§ o R X DAt &1 it ww A fodt o3 @ s
% T 9T F I A Q@ TR D o aata 7@ o 9 vy
At 2o T whRew, ey 3 0e o B PRI T froreer
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Z | ATATT &7A AT ATAT 97 F T 0T sqmaraf for amar
ST A1 G 1 ACAF wO Ay e 0 7a 1w T fat
FEtw AT o AT R Y
3 guaifet 1 sFeIg— T — oafrEr Fre Jt
e frr 7T BAT ar 717 Foam F smrEAr sy g am
srarfy 71 W # -7 —7 v aprer 9 A waf frafer A
FETSH
4 wmfoufrr Fravem —mifr afgr fanfer @ 7 f0 3@
fr—rmy T wEITT CwA T AT TN o1 AFA FORAAA T
—= ifrafay fanf= ¥ 71 Raar fom t
< qm g F gAEArn fafe g Fen—n T
STagz iaw a2 frosA AT AT TR A0SRl fafr=r
“TaFvF o oar frm A e
17 BT TN R ar T fAw Ar mAeTEAT U A
177 fAm 7130 F 794 ° w1 FmaEAr famr -
& st faarr §1 A w
T FT AR TN AR
S Frr 9um fraf A o
9 FEIAI TT 41T qWAT T |
10 F7yrar fammEa TR A
11 smrx a7 g fifamr farmr s o
e ¥ fag o
TR S A At 20w e 1 P g
rer TRy fmwam A Y farmar- T A E?
W at do vou mean by job analven ® Which statements

are prepared n order to collect nformation [for Job
analvsts ”

o

FT frrm s e EAr Ay 5o e 0

What « the need and

importarce for prepanne Jobd
anily 1s



Qe

(Supervision)
«Iy this environment the foreman stands—ictim, not
monarch, of all e suneys.” —-F. J Roethisberger

e w1 SERE o § aged &+ st ¥ wdae 71 %E W
sifirs AEeR | WTHEIDTT QAR & g0 FWiAg & el W e,
femsgat aar TN ARl 9vdy ) wiwfa 51 9 § oaf-
S famm T &S, F9R1 W@AE 0w FEE 9T afgs fagew
o fmar ST ATAT R ZEX W E, qEtT S T g
QFARM FTA A ATTEY TV LW TIAAT T §g 7T ST ATAY L L

qadem it afewmnd g3 ag
(Definitions and Meaning)

cifaa gex RfeT W T ‘Supervision” T T fd wAr
& 1 a7 @ex “Super’ TAT Vision’ 59T & AV T 797 § 1 ‘Super’ ey
+ wfes w=eT a1 &Y AT Vision' ST wd , efee qv I 0 3R WL
1 TreET AT AT FTFH Superviston’ F AT ST T XN GIT 0
ETHT ST A AT 3 93 St anTd 3 T sd a7 frder
srw g 0 o, I AR W TTEE W oM 39 frwpr owd i
A T 7, A AT g o ¥ w0 9% 2 g w3

24T (Turner) & wam, W2%dm f&dl &78 € ol wrw @v
T A5 B FE F gamEaen fRETw w3 91 8, A o S
g1 faay s, sy e & oAl 8N § 3 aokann 3
TARTITET TN B F (A s agd § e 22

1 daAn o Al A T T
2 Supervision is “The profession of effectivels guid
Supersision is S The prof nely gua mrg ‘a:; ‘g:eddemer towards

practiced m those still needed for the effect: od Soods &
services 1n all walks of hfe.”” e production of goods und

—urner
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ity (Amold) ¥ wAw  wawr awa@l a4l Tl A
o7 g EqfT T FIACG T FHALRD & R{TAIN T AT I A
77 f AT 3eTTEE FIAT wAe F1 g g ! ]

faf R (Willamson) 7 wAT  waaqw ag sfam & fagd
o e A1 SR A UF AT AT AAGH IR LA A T
argamT % g 771 & o fafred v g AgRAr SR A1 Eictt
symfe 329y 719 7 95T gAmard gr A A% 9 41 IE T
3 wenn 1Y Afrr g frrar

~q 4 % afy ATATT T FeyEA T A vz g § T e of
afFar - am awferet 718 o dmen & 19 07 wmE a1 9 T H
= gFTT SAE T T AGIAAT 9T qvAr ¢ F p0an aaf dar g fand
f 7 3 #7 ofr 17 q47 T ¢ Afugilar T g frar s 3w )

T GEANW —TTPI =T F AT AT W W A2 AT
T TR fafiter TR AT S0 AFAT § | wralen wasy oF o
afi 3, fan swiag ¥ afused cmiag § ord w0 oy ehafar &
AR qF AT FITE AW W IR SR FART w0 W AGEE ST TR
& w3 § 6 oW X o afeaw aan anm o wfanifus w@
T ol

aTw (Characteristics) —prysqor FY ITH  afeargran 77
7 7w v 7 fawfafga oo orz g

1 Srier OF S04 § @1 e ot e 3 | qg T e
T A

2 1@ F g Al wdEEn &1 1% A A M E
AN R SEREr WA a7 )

3 wwdarr AL P T FY TR AT AR g1

4 wET ¥ T AW H YW AW g7 wegy § megr @
afrrfor na gar g1

5 roddw ¥ g1 A wAnEr qar rwt v ggemg eafw
fram A g1

1 It 13 supervision s job to coord matc machines employees and jobs and
to provide maximum production at minimum cost and with smooth
personnel relationships —Arnold

2 Buptrvision may be defined ¢ as a psocess by which workers are helped by
a des gnated staff member to learn according to their nceds to make the
best use of their knowledge ard skill and to 1mprove their abilities so that
they do thetr jobs more eff y and with g st to
themselves and the agency —Will:amsen
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6 ®1Z s arfw wew wRAT & a8 T, 3w s

AHA F@IE |
HIETF
(Supervisor)

araTE e § e ag s wfeerd kg s e S
=1 & ko ar FOET s g wafer ¥ Rwwe REe SR
fidwrw @z (The National Labour Management Relations Act of
U S A E wqarc witys ¥ e frdy o 0 wifts ¥ 8, fra v
e & Rl % R staiRal @ fgw w0, @ewala 5,
frafeam TR, @l g9 37, 997w g @y, wraf I, A= e
w, & gy, ofeifas 8% a9 o aEtan . Frardt 9% @
afrFre gt § ween wwy frafia o ar sad afErRt $ e ar
L & fedt o1 &) i o a7 afuRR AT 1A a3 AT ITyE
e & AR €1 1 ¥A ST F ulawet §7 sdw ferafafka & et
ar Fafie & Agt § 1 afew fas mentaeta Y ff snaawan 93,
Ik i A @

wgfaF 30 ¥ 0F WAww W o ¥ o wfwr af i
¥q g A Aot & afcarr w101 30 Y o wmfir ofdww @
e wepre ¥ afcarfun fear €

2R (Terry) ¥ 5T “wodders 9779 37 77 937 §, A GO
¥ g w7 W, a5t v AT A 7 O 9% w9 ¥ g 8 wvar @) oy
3, a% adans Tl & g a2 & frg a9 Fwr 40

Treed ¥ wERT Y F & w3 5 5 & s7i dar g,
N ga3 F Tl &1 M3 F AT Y w0 T ww H e wr 20

F1RTT TIRAF 7 gweg’
(Problems of an Office Supervisor)

oF @i ¥ R w gwend gat § 1 e g awemd
frmfafeg §—

1 Tt & IF o 3 faaifa w0 Y aaar

2 wEtrasel % fdras o awam

3 FEiea F WS A GNA

4 wratan wrifaladt ¥ fratan < awe

1 75w wiws 9 e womr s S ag 3 )



-1

T aaAit 3 frafa 2 agan
T FE N T gfem 1 Aner )
FiaiTa amaf T ga 1Y awear
Frafon 9 gl g7ramfa ur g O g
) TasifeR T oafantm gt wwEar |
1o ast=nfear £ fr am Y wmem
11 TRATIL A1 ¥ 17 754 47 Y ARFAT
17 vdsfrar g vEt & Aagar Y west
13 #FTITE 7Y fTeEar
3 A gAMYL A A vr g g 717 aTAr g )
s g feaag
QAT & F1T AT A <&
(Lundtions or Duties of a Supervisor)

AT TTA T IT 1A 77 0 AR e w T g
TaAaw FlE AT Ew o2 ¢ fgw vy A v agag T fAmfre
YT T TAE —

1 sz faatfra oo (D wm 1 bana)—rad T
T4 T 37 00 kv aear = wv orqer ovw Aar woa w4y
asqi i 3em 71 fagifea var 2 A RareEw grAT # 1 QAT
FAF TAT B AR T I A Ay § 7 AT fawr F 3% A
Traam ¥ AT A fufta v arfr geq g g 3gean A
wifet w aweE fag ar

2 fadray (0 )TAT NIy T T e W TR
QU T70A17 | TG T AT w9 {7 /9T AL 79 T
friysrd Fvr 2 4 95 i T o0 qqr fEifa g § fe et T T
QRAAT (T ) F w1 or axgerr a1 A B 70T
Ty ATEy —

(v} 797 faam 7 3gaan T fanvm s am S sfey

(i) faart @ foq T ars qert o s =fe o

(1) =t DR P T A i A 9w
T W

() 7z wfr @ mana grar sifen

{v) =ERIT T A WA T AW A )

3 At (0 puns ) —TaIET TT uT wEEE #T
a9 [ AT A0 TR T791 2 1907 0 AT WITIT 71 994 (9907 T q92

-~

(3
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a1 ¥ G A e T T gy o, zr‘franm‘ri'ﬂq\zﬁ
wegen Freatfg Fer gy, fn fawwlis e ool & QR Fredgdn
we FET X qF qdAw A1 WNE TEN AU SAF arerR o Fre
SETE W BT At O 1 FQ E AT At wmR H uE wEEE AT
freafifaa w1 $30 937

(1) saFrdr a7 gy (Delegrion) FTT ¢

(u) faw & /v % Faf A 36

(1) @rIeg T O §Y THIE TV EI9 )

() Fawm 5 0y & iy sl seedt 77 fakg sww

4, ardfafrt =1 frfeaq w70 (Estoblishing Procedures)--
aiFTT 93 TN BTN FTOSAT §, QY 39 FHAAr § 7
Fed ¥ g seifafe o st fforr s azar & 1 amifafied Gt
a1 1wy & fa farfaata Pramit € spaar 1) wdaw 37 andfathat
aza 19 faAR &% fafers s aifge ) ¥ 5o ¥ yaew g
fafer dfafidt 1 @@ ¥ @ fafemm @ 2l ofeg e Fraw
e B O 1y whF 3 3 TRl MfRer s wifegaar s
wda yeei) a7 F9Y maees oferT 59 @ w1l )

5 sxmfadt & Fgfe oo (Suling)—TirsT a1 aor
==nfelt § faafs v 3l S s gy g wAwf
ATATATIT FX@T €, IATT AT ¥ 2 94T I 0T W Ay wow e
4T I TRy 71 T @ § 1 TmF afalb, o 1 S W
SETQ F T AT fuTer ot aen g g )

6 = Fratw o (Allocauon of Wark)—37 Fhwrfon &7
Frgfem €0 st &, A et €1 3eg 1 AT TR T S 3N
TraAEl G GRArAT F AT o S aree  FTE fatfa T
& T 1 Wl 5T I ST e

7. Fa¥at (Directing) % sdxarg wwe fwm & sbtforr
Ft o fraifr sRrlt & s wet we kB b i 3, xeb o
FHAr A F fifa @A wta g T X W) W AT
=T FAACAT 7 gfAvfed Fvar g, T37 WwT orx swarnE osT
FETF TR ST T@NE T4 I 7] F9F 300 AT 20

g o {Controlhng)—93359% 5T 0% 7757 799 =i
5 Tt w frrrmw s W W A = wflTed Fanier
Rl T@T § T TAXY T T gR wAr § oW ofy masaew
A, 8 7 SAF W A FAR A T W 2w o 7w i) = whifos
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g qraaT g wiEeQ T Al @) i oft e ATt § aar 79
aigrfrar 71 mamy gawr f AT G F TP UL WAIT
fgeqm = yrfqq ovd T Fro fam g avar

(1) Fifeaa wgfaar o 1 fafaar 1 artT a7ar )

(i) A 7 R & P A 1 T genTd FRar ko

() arat ¥Y AqrAT Aar T3ar aY A X )

(v) mafar FEAR Ay T TTA L

9 gaam (Coordining) —TageIt oid gftaedt o agera
wafar A A1 TR A FIAIA R fregag 3ed AT Ay Afaa
37 %A1 AT AR 1 5w faaa o araf og 3z en Wl amas
eatfeg Tomr 3 A7 fram T wmion ol g waa § g A
7% 71 #0f%R 7F, T8 4 T AWA 101 afend A7 wfurf 1T amwogn
FUF LTI FFATE

10 ATHE FY i WX wEQ 3T (Reporue g Progress to
Mat agtment)—TITETT TT 0T AgeIq T GIAT A7 797 qafq T
AW A g #AT R E | AT q1 T W FTA g1 9T qren
arTH F A W Y S heanY TV guwr oy sifer oz wfaen w
TR FY g7 7 F P qraenE qar fer smoaxd ) gred Ay sfm
=1 & s 1 A 2t & a0 7y afaea gaw Ao o ifae
g AT AT T am a1 afea farmg @ bt ofpad
if7

11 8ERA mawd (Ommu cwon System)—3 froag
TIT ATIFI 0g wRenfeat & NN o7 7 ¢ oAa g sfm A
g e @ fafaqd vl mifrg e gd=fiae oY afemea
FTFTAQT AFEe M 7Y ST AT aF W A a0 w3 T aver
fazar g e’ mf> Syt AT gFarl e raw g
aeged] 0 AN 3T ATAT 2|

qn3as & aifaca
(Responsibilitics  of Superyisory

oF 93T ¥ A fae it g /T gadt feifa o @ et
grag v oA aff Aw g fT rr s s AT e § A gadt
e IAT AATEA TN 39T A@fafew 3w TR @ @re ga
w7 afamf@r & AT 70T T AT g AT IO g
qam & & o3t 7 9fq N afaer g g @ v e vk
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it g, wifrca & § W AN dyeas ¥ ot =1 fwfulaa gty
WRI1 ¥ GIEHT FET FT EF §

(1) w= s & wfa Tifyrg (Towards Top Management)—
T ¥ 5o YRR B N B Qe 98 § 1 999 7 e
% frafes 7 FET W w0 T AT ¥ RO § o<1 § ¢ . qdany
a1 g SAER T SR TR AT il § § ¢ e aa e
(Nuncr and Keehing) ¥ 7@ ©i=1 & 3o3 waesi & sfq
famfafoa wya afas §—

1 95X SOFIET Y TRATT B AT FLAT U0 5 TA FA@T

2 e wEeasT oA o & Ft & it & afgd so0 aa
Tl & gAT & fat g )

3 wun faww & Ful ¥ fo sewefie @R ST aar
eraeidl (Buck-Passne) T8 AT

4 T WAl ¥ ovF AT B Ene wamr faw g3 e
T Y ET AEEAR gy

5 FEfedt ¥ arasIEATET, WIAAET ;i F1 gaeat F 9w
NEHE TN

IS wUR] & arg Waes ¥ AT QO gIias wed sy
@

(1) @wm W ¥ odw F gk afse (Towards Parallel
Supervisors)—UF PiIwTw T 9z W APRT g, frag emway
SFEET ¥ ara g7 agdw g4 TR IH 5 faww ¥ A A @R
fasna & &Y & awvaw @ifd 3 71 9 0w e fEE, o e
Fsfamsfm e i qr fer wTaR AET wm i (Nuner and
Reeln,) ¥ MR & & w@aws1 & aiq Frrfafa afie g §

1 5w s oSl SR g wdkeR § agdm een
wifie, fom w9 S i f 95 390§ A & wfy wan wwaT 3

2 = et g vl ¥ Y R %ot w wamw wqifiw
FTA A ALAAT ST A

3 g sAadat 1 Waw 941 s e 5
wigfa @ =1ty

4 = fawr & 777 ¥ Fro @F seeRifner sow =nhag o

5 aertadi A aner w1 wwE ST

() sty qetafedt & wfit qrfar (Towards: Subordinates)
afem odmifaar Faf ft odtar AR T § x@w eew
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agmar FAY TifE A TEAE # b AT R aEeT fager
g aer @Y § a9 qrmaw A aRwien o A e
fafyat ohat wifed atfe #0 X ww qfem @ 2fw @l 79 &
w1 T qar A (Nuner and Haynes) & et T 5f Lesital
& Freafifaa arfaea’ a1 377 far &

1 Fgarie@l T AT 9 FA@AT AT |

2 AT FwANTEAt €1 T oarees T § Gz T )

3 giw= 1 a1 7faT aliey e T A g i far sfaaa
FT

4 FoF THMA 124 wqEneq & T & fav wammar T fr
@ A g fra afw & g gar ofmmat T frmy T

S aww AT o7 TAKOR oY Qeqaviy a1 gqEsres T aT
qitafa =y war giw A gaq A & Fro Pl

6 T T T AT Y GTAT AT @41 VAT G|

7 afaFTTr AT AANTR FrAT @41 AGA O aZAT L

8 WAEAT W AN, gtgemAr gar &A@ mar T faara
FEAN |

9 FHatfEr ¥ wAY a1 A, @amr @ e qfardt
2 e famzmr

10 ZFAT TAE T@AY srpafeaft ox faey <o a1 and
1 mardt B TATZT 4771

11 faora arg & Fudfegy o agfimry wfiy om0

12 miqfear ¥ @19 auqr, paw vgew, awdn, apd wifz
SRV AT T4T T WA 3 B0 g AT

(1v) Fratem o F oft arfae (Towards Office. Work)—7aas
TYAT 1AW faamw & st § qraeg v ot 39 atfaea faar vt 1
ag Wex faaem & i 418§ wofy wwre Froma & faq gwent qAr
arard 1w I owwd feae ¥ Fmt g1 fawig e dear g o
w7t 7P AR qE & avee @ et &« qae
qar {@ (Nuner and Haynes) ¥ srare oF #ratta qaders & a9T
Fataq 1 & graea € feafafon ofwes 4§ —

1 93T & AT DN gAmr g gaRY fregy aafy @ Fn
faf fayifer s<an

2wy FHIRAY X Ifaa €7 ¥ @t 31 fawre wwAr
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3 afy mames @a v Bl aan sofaam ¥ wEl Y
gHaa wifE 7

4 7% = et 6 w1 sfRa € ¥ gaeangd® g A
SWEL

5 ey fraifee @ Wl FY Ao @t fren A1 @A @

6 T A TSI FT YR QAT

7 AFE S SR A BIEw ¥ A% fafiedy, owwo @ar
cafadl & gwET FET, QT ST A ITR 6@ F4 0

8 afafiem siarfell v sfraw v e faws & ails
FEIRET F qyfias @R, T8 AR 5 T AT w1 Pl osEe 9
I ST G W Wl TR I R oA a9t sl &
T

(V) @3 & s ol (Towards Himself) ~sdarivdl ot &
& afy Y T gt & g way #aw (Nuser and Keebing) &
ri¥weT ¥ @y & wit aufafas @ftedt s A far g —

1 Tdamr % AR w97 @i S e s gaw wen
<efa (59 B3 98 T Gorea, Rl A, s, oy
=1 faearm, qgeew, A9 # G, J%, foed Anar $3 T 5
farT FAT I o

2 St sy fawi F Fd &7 et AR w1 oaenmm s
FIfgw T ARA qETT T S99 T T |

3 SW AR ATER Q@ ARl & i TR = weray sy
Fifgy, fd v o sfeafar wg@m 2 7% 1 90 ST 97
wfasw 1 e T ey ¥ w€mft F xS |mw e, s
2 FT DIAETATAT F1 weaqqT w007 ;rfed o

4 FRET AUSAT W AT ST FAT ANET a4 I T ST
qATEL Y

5 afm s g, SRR, gEfedr, aur e miEeT e
FET TAT A Y e i A ox 3 Wl § g
as

6 wg T Y oA Q, TIER WA w8 wres T G
o ST Wy, G o T i agee
I ST OF THams 71 999 2w At st 91 qw 3w
Lucelt ©
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qiaET & Riaras feaan
(Essential Qualities of a Supervisor)

qyauF FT S AN FEirar F O § T wfeag g wfeay
g ¥ FTARI § ACF ST AT gAAR w90 miuTwer 1w U
Qe wailva WY T fy gr waas av A fae
aafist & ool a7 f1a aw qq who fwerm xR a1 T
TR A A A a7 fad gen € 0l a1 AT a1 g
qRamEzaF ¢ 1A (Ro he) ¥ 07aR oF @3aT & fratfeas 1 @
aifedr

() sereafaes wwar (n) fagmd anmar (w) famar (n) @70
A (V) wamwE, (v) @R aT anar (vo) swafaw (vn) e
gifvar () @ege famwarr () #sgoafwa (o) Poman,
(xu) 3fax afreT frrmr () @19 T @ 9 7 FATIT

= wfafes waferrd am faam (L b ur Deputment of
USA)F oY qqaqs ¥ 14 7w 71 g slaas qamr § 1 o7 fagm
& foren & (5 ‘mwdes ¥ w3 A oars, W SEr @, GEn s Fo

| T T war a7 AW a G wwngs A€ s a2 a6
wifa gt sfgd A A va vrrar w fambifad deaad @A
fgl
1 9qYT dwaATg (Professioral Qualities)

wr gaget ¥ frefafan dha qrmand @0 & wifgg o @E
fa ag s 9 A F N guwgEr w9 AL FT @Far . RET
argand farmfafay g—

1 %W & a1 7 g0 967 {Knowledge about the Worl )—%3F
AAAAT F A K@ F AT X g AT Ay arhgn oy afe T A
ST AEY g Y Ay AW W T A7 @ w9 gt
AT & THA AT T IAR GUR G A G 7T I AW ¥
ar i g TR A M qar 1897 9T F@ 9w Kuw
aaar o gl iy

2 SuTElE &1 A (Knowled,e v Responsiblies) ~87
agay 71 g% aat afacdt a1 quww g Tufge 1 i fre wfa e
A1 aF IT@EN {1 2T A AT wEwrd QA gy | g wfafcs
I T qw@ AT @A gy fr SRy 3w aary, faard O
fraer, arafeT aRRard, a3aRy SY neeaTd WA § 9w afra
fra dmras g
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3. fagd & argar (Abibty to Teach) —uF ofias ¥ W
Noar o N AREFF & W IGF AT Az & PR sw W uw
wyay FEEITe 7 &14 9ivaT £, 9 99 99 51 & avaed ¥ sdia
1 FE FT qqAT T § t TS akeicw, vR wwEnm W
T3y § 1 ¥ ga T Suwt fagi 31 SiRal ) oaga wiws e s
5Q: QF §T3aT & feary av A gEr & gy ¥ (Terny)} B
afa 4 faa & B famry 2 Qe od@wq A wfiee s IR
srger anew §t {“A prime means for mal g supertision more
effective’ )

4 I smdl & gae & dima (Abiluy to Improve
Methods)—ts wfaws w=(WY, TWl qan sfer & saagd
gu=E vifeg 708 gAIC SO NIgU & ) TR 9YI QS WANT AH
SRR & G FF W aiRal € o e ¥ e S g g
=@, TOH AEAW T ome § gEiT 2% 3% emm ey il

5 wmAdlw wreat & fRIE &1 grwar (Abity to Bmid
Human Relatons —&% qfaqs1 § 9 Ira@r &1 T90F 9@ 94T 2
f5my 9 TdRAET ¥ T dRqaT 2T TET AT WEAT § 1 RIS WaEh
T IR THANET 3T IEHE I {AFT AT ST iR aaw
SAFT WIC T AT | I TG oF dvmar 1 gear & fag
TLEARA FHHAT AT | K97 FHGHF 7 AqGH FAANET &7 037 S
=Y Emay gt Tife a1 AR AR F oufo avAw 2 SEar sewm e
= {1 awar gE sifg .

6 sTrET TE (Admmisiatne Shll)—7iFsEw W aF s-
MY TNy I FrEw ) oww s o v
STy FT OTT A ATEREE @ | VAN AT BY &) 9, wnnee
S Y ATEAL, DIETRET N A6 7 ¥ HHAT 9HeE 9y fTen
arat AT A

7 REE ' e w9F A s (A o0 Deselop
Personnel)—TF s4¥9F ¥ AUy W FHOfeat a1 fawrm w0 S
FRAT AT AGA | 9 T 9F TR T IO 97 ST dvaant
T TG TSI EE W 1 AR Tf W It W sfaw s¥re
¥ THIAT FTOFA L
1 infiay divegie (Personal Qualities) .

UF Qi # T dramd ¥ wfafe oy dafes dvend §
A I 1 7 Freafefag §—
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§ gemdty feaes (Crenve mnd)—a3 w3 TT9 73T TT

reaqy dafer T g | Ay @ A fafaar 3y omd, wrw faae
Ser T7Y T A7 Y GITC T WA & A0 a4 4 s A
qifen | gaw [t i f300 o7 PpEAGET fATR Ry qar AT A
a1 afsfeafaar & oo famT o5 A e 6 WfEd

9 efes (Per ¢ slity)—n7 g=g 9Ty g1 eafeed W
A s TR v gl § 4 ggaeeia 2 arfey ) 9wt aa-
Sr7 7Y 1T 37 A ez Aarwfed afv aw gyt oafw 1w
wr Ay« 3 fT o FREfar fpoan ea A g & ong SE v
T=g 9T 33 417 AfT ¥ aner gm et afga | weg w gamEeh
afea w faea Tt 1 @A waaT 8 —
(1) Iy wAwnan A aifon
{ ) TIEY Y T 9T areT 1Y 9 Wi )
{1} et a1 T e avF 4t arrr ot Sl o
() Ty v 774y 7 gy A T0fy
(v) 7% ¥ FIam) o7 qarg TUnrT gar e
(1) =Fa7 & 7T T 7797 100 @ g
(1) T AR AT W 77 g5 s 11 2 Amar gy
afay |

(viy) Zrvt 2 wfasfey av9 A AnTERY fz
() g7t 7 w2 feTwy 17 v 3y vy Ay i o

10 =3 (Ch it ()—ny 1 7 =frg ap Toq AT TEER
> afeem AT fr qur ¥ afrx or A oawea faarg 1 TR R
FT R At Y& AfmlEm s w m e ooy @ T Tl
S dm gmmEmE &) w1 W v o7 Ay FE I qE AgA
FEEATGT A ALY T Fv a0 N g g w@agET
fafa a7 N WTZAT T AT A T 1 a4y 997 9F g A
AT )

11 gwhmar (Fore thiciie ) —m1a7 +1 717 e ™
FoT A AV AR W W @ T wfA | 3h adT am wfaer
TN W A TATCEC NOTN 39 9397 17 & gfeey T wfomydy
e TAT A | MANT g 7 w3fr G el gz ar
T A A AT AT v A ¢ aqder o1 fgmoen
Fraft gt am #zan wifw g
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12, Preean (Cquality)—ad¥ers Tt ot & w17 99T T
AT RUGL L 7 AN T G G L ) e T gue
Frgait oy oY ST AT S S A | ddns § s Ty A
o e qT 4 ST Y TR off i) A e St g A awa
&) wa: s =1 fosam e 5@ F fro el frowEt a1 o
R
13 wei gat (Communicating Abihty)—UF 99 TH-
395 ¥ gicy dFdaT §NT 9gd WITAT § | 9T 59 9raar § R g
a5 T TR N EET FING R FATE, IE T 5w
3 oux ¥ & TafE W osafw 5 & fRe gwrwm e
AT FTETR | A UF GOqw & AW A7 oF YgArl ger
Rl
14 A fasreamy arar (Open Minded)—ad¥e® 1 &l ot
@ fasrau T Al Mgt | 5% ada 3Ee fawmans amrn g ar
© omifsm o S faaewfiio O affafEr ¥ a$as A Sl oo
SEF TAIF & TR MOS! gn o 0 Fw g
15 wrEmErt (Optimist)—seis =4fe =) 9sa ATy fe-
TR & AT fed 1 A o fron e T o ST anfey 1 v
et WY FAYEAY OV FTT 07 qOTHT ) ;A §7 gawt
& awar §, foeg 99 G wpfa 9 ooy gt oy wiwer & g
g2 ATTET AT WA | a7 € T GTA S B G
qwRmdl qdaa & fagra
(Principles of Effective Supervision)
Eea]
SHTE Faw@ & (A7 Hsgqs awg
(Escertials for Effective Supervision)
TRTETAt adqa & fon 7 a1 s B <@t ot § ) sl
TR &7 79 AGT S A G 1 foeg, ot G ATt 9w
L wA el deg frar S awe g —

1, e Ea (No Fayoratism)-—ase1 a9T THITITET Qaemy
% ol THew A oI TRy STRETe WO R | Sesl s @r
T ¥ A = T Qe wfeg | o FEarfEt ¥ @y wnw ey
TR A TR
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2 writerdl 3t (Gne Prteipition) —wf3aT adgat T &
gaar & 1 gnt wY A g@ T F AT faw 9 mewt 1l
¥\ ma ogdwe oY miEE frorem T T am 7 il
& pwd et w7 aar ST ey @1 3fTa Aged gt mEIT 97
TRl T QAE a1 AeYT RO <V IATT QU T A AT
AT adt T T AT 7Y W@t 7Y o ayfee faT At

3 el faawt v gafraet o i sy o Wik (Cnforee

I Rules i Regd tons Puomptly)  waram it oggiem T fg
wiagar ¢ i1 pdwifear 7 39F Tt @ aeif g fome og gafaan 3y
~Renfaziter aar <ar Wfzd @41 3T 97 AN a7 270 G oAT TA A
Tyl 97 gramfE awaiEy v Y @ ) W el E T
T & g w vreatr 1 v afy faae Y aeer A
gy T4t F frar e E 9wt eyt w A AN E
Tiat w oFeaTy dy A Ay

4 ey f3Em A arfgd (v Simple ListructDns)—raders
T =7 wAam TR E o1 7 Y avy fen g el o fiem
FrrawYor A d Ay e aww art § o mar afifer 1
At f1g awym o 7 wng WAy TR A ar fRa g 3
aife @il a fagay ¥4 seft gaw ame o7 ofr wuenfear T g aga
dy o afgemar a1 g ren b

5 ofsd ama (Res nble Work V&) —Tibifan 3
3faa T @A wfew | Fw W AT o w1 Latini d
grar Sifer Y WY 7oy T oafur e @ aifen
grAaam T A Srrmfre g BT A Y IO A T A
Fifge faa ag Aar & @71 T AT TR g e trAr T ATAT IHA
QAT AT T T Tg¥ EFO L

6 vy g QAHAT (W 1ch W L) aq4emm TR ang g
art 1 fam ema v e vty o freR Y mrre mwenn

& | RUINT I 77 9T <@g a7 Y wlEe fr 1 a1 A a1 weay a1
AT F A a0 T qggRr 1A o7 faper ¥ efar 7 P & fr

QAT AT & weeadl 9% v 3 A PR Ak el o A ageag o
x g

7 \IMWAEA wIwr (Information System)— qgaderar 4 qEAT

F g wawme § 7 sorr fawm . wrTgy @) i smaeqr goaen

&1 ag ey a1 Afa § froag tawifal Y W waf g od
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FEAY ¥ Ty AANT B ¢ 4% whaloE, e A Nfel aw w3
g & off daen 7 wanw FET i INEy F1 e § ) s
F 797 qRG AU AN AGAT FX WAHW K FHA@l qwd A A
qETE 1

§ widwm ¥ wraw A sl § fEEd A et i
(Secure Employees Opinions Regarding  Supervision}— i3
T gHIETE N & e awe & eeaed ¥ st & fd 9
o ST A o =P | A SR syt @iv (Attitude Survey),
qrreeTs, faere fansh, sesie e & @ WY o awdt § ) e
&Y TR U AFTEATN T A Ay s qeArR] v 9d-
T foar a7 @ {1

o TR wEe 1 faere s @iy (Develop Capable
Assistants)—wwey vdde wE wianEl o7 § 9T wear § wm
NAF QIINE T WYY T VT ARATAA qEITRT & freW s nge,
Qifss ¥ oF qRrE & FCE gAY 4 A YE VT W AR §Y T AgEw
TR T 97 OF T A @A ¥ T [T qF

10 widfm fRamt 1 gEAr (Information of Supervisory
Acuons)—GFaNW B FwEREEar & N9 ag W ey § T
et g fFu sm A 3l qan fn o ag fRgEr 8 Qe 9
saeaEr ®1 At @AY ifgm 1 wldweY g fam an waw fagr
Fuv 5T T 9% T 0% 959 el A1 qgAth @ § s gwe
@ STaT 1

seare & fag s

1| FwHs qdFem T ey 9 aned § P sHE awwt o ag
At
What do you mean by Office Sypervision ? Discuss 1ts
characterastics

2 Sy wRa ¥ fegrn o ad il
Discuss the principle of Effective Supervision.

3 lRas Y ans e {7 oR Ay of¥ww ¥ qm e
G A
What do you mean by a Supervisor ? Discuss his qushties
of a Good Supervisor



o qiasT & Tl 1 g a1

Duscuss the duties of 2 Supervisor.

qvaqrY F1atay fetam f g qar qww § P wed At
FdAfat a1 FQwn Fwa gy o7 fAlaw T oAnd A
aread Ay € ?

What do you hnow by cflective office supervision ? What
problems does an office <upervisor face wlile supervising
his office staff

o qratr fveT ar wes & weed a1 fadww Afadr
Discuss the cuties of an office supervisor



WSS qEI qAqT
Fratea afgamig Afaar

(Human Relations and Office Personnel Policies)

«We must feed spirst too, not just the body.”
— Jolnt D. Rockefeller, 11T

mrgfaw sadifas S N @ FEEsTAT 9 i = g wREt
& oqw, e gEent qar fz, aEsy e | asdEy aeernd
STER & Ave A7 515 AR T @ L | AR G T A
5 g g'e faar 1) 3 99X SET 1 $7997 A R 991 9§ § ) iR
KA G AT At TIETT H g U FY o4t @Y § 1 4g T LAY
areard, st stfeera awvEn ¥ of sfew v ) 59 s oF gat
¥ qiafas avoa), IREAETS fFER, coerom, dftewtmt aifz i
R & Bra §9T & 1 TR0 A4 3437 F9E-Ww wreand g4y &, AnEw
AraFarEt & oAtk vwmifas @ swde wemsad g@d g,
A AT F ST, GNET ATy @< A ear | gl 8 wage
AN G B AT T T1FH FT TGS E G gAYy a9
AT R ATE S 0O g §RET T U aATee SEa
TLEFE ¢

ofcaTar @ FE-—AAIE FEeET 3 waw fage & 9eE g
w4 §, 3 ¥ gaw e were §—

=X 3fzm (Keith Davis) ¥ s, “adE a9 a6l 31
fodlt o i feaft & o1 9o 1 oAveTm &, el o) i At
it W7 AHIATE IR B YOT-G07 JAFAT O FGAIARTT 5T
I w9 Y afirdom g0
1. “Homan relations 1s the integration of people mtoa work situation that

motivates them to work togetber productss ely, and with economuc, psycho-
Togical and soctal satisfaction —Keith Devis



o
t2
15

SRS T JE (lowph L Misae) ¥ BATIAR, AT w57
frat fafy 23w % @frR ¥ afawen @ o sfra g, @y
qeger e Aok mfaTifir AR AftE SROT TVAY QT aE
3z o &Y qfa & gy g TRy !

fFerxe (McFarbad) ¥ o= 7 awdla aessy 1dRE
afril A framt sgfan i an gsasTl T wa | A
PR ARAT AT AQIEIT FT AT QT AT P4 2

Mz weEaezm@ (Rebat satonsll} 7 oF 1w sfoamr
treufamt g fr arifT ey mgvA arfwa T TR 478

ROT (Nam o Mue) T vei g mEET avvy wafwd § o
eIfF Ty @ AfEE w A TIE A A Y

I F AfTArE AT w W e ga o Ao 9T
g 5 amdm @y 3r afrm @ faar g v bt A1
wifrs qmfas ra wmfas wwram O e T, e e
{791 ATAT & W7 ARd1 & 37 oW A mifer ¢ Fa agfEa) A AT ST
frar war #

WARE R A 70 4T 7 oa @ fw anadi aeaeg fase
A OF T A A fr Y fromw mgg 1 ag METIRT @ aw
8T A ¥ aeT A a1 or g wre A ¢ oan ag daw wiaw
AT AT F AT A Y Ty afer st wT aEwTa
AR 21 A AT e fawenet TR % 3@ @
? fr KRkl F =il fr 3wl o mroar g T A A & fr
7 A% F fAv aers AnT o HORET 20

fR@IC —55 8t Sferrmrat a1 w738 773 & wEdw A
Y fae faftammg 97z ot 2

(1) A=A gE ar sf g

() @ TR SR T mad 1o )

g‘}‘i:x;n:‘;m“zrﬂ;::o:; 18 drrmm\ ot efle t ¢ motivation of indiidualsin a
it N o1derto 1 ) evea bilan e (f abjectives that will yield
greater human satisfaction and help 1camplish Company coals *

~Jossph L Massie

2 !h}r];;mﬁr;‘::l‘zll:sn 1 “;e st dvoand practice of utilizing l;!um:n resources’
ghbnovledge and un ferstand ne of the activates At fes sentiments

?nd mnterrelationship of peoy le at work —Daltan FMcFarland

3 *Homan relation 1s the study of pecple in ction

~ Robert Saltonstall
cr as_indiniduals or
~~Norman Mater

4 Human relationsis getung alor
Homan & with pucple eithy
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() i 3 ol wiwafeq frar st § i A Ay
FcF, TrAfT, STGE MR wEETavl w1 Ty fear s

(v) T weEe AN Y ggm el s E s X
woifia Py s €1

(v} =5% 270 wqeAT U avar F IE W & A~ enfig fe
ST

(v1) THE1 9 TS T OG- o7 WA HIAT |

(\n) ¥ wmdTy aradl ¥ vl & ggam gt §1

(v} ag =afmre r Wi &1 § enfi fFmoar swn g

RIANT qF e AHIAA T ILHE TR fgaa

(Origin and Develop of Human Relati 1

g g FREd $ 35 A R Gl S e aeem
T, W e waw {1 79 faeh v wa g &R ey e e
77 7 graw =t (Elon Mayo) a7 S agiifaar ¥ gi=ind sy
(Hawthorne Expeniments) & qaT &g 1925 WX 1930 Sy mfa v &
21 AT AT ez wrlo FAW (Chester 1 Barnard) auy s Bary
¥ gy & St 57 FEER T Afd =W A @AE (Barnard) & waT
RI34IT gvaeg TreaS, SHAI, J9AT 97 UIAAT 895dT 37 a8
AN s sffeaft ¥ T3 fam, T, tE gt fra sify
SxraFls FE A Twn 7w TEeEg € 1 IS o A% AR
fagrd gr g Fren g2 Y Afaeiin anend @ ggeT e -
aatfos farm AN oifeafam 7 ow weEee @ s st oafy
ST F |

AT avE™ G ST O g Gifaw R &
afcarmmereT P § 1 SR, ST ST, SEias A,
A e wifz aefaw fasm @1 yeryes g §, faer g
AR A WEIY AR Q@& WHF SAAAAR, Sursef), S
WA ¥ @ w3 AT 51 § o ofurrerey 9y wmema
T ol B s a1 W 7y A sl @t dar o
R b of wr §1 W Fd wHa W 59 [ENIanT & wge &t
T AFR o T T gt

‘Human selatians are the essence of managenial, employee public and
political relations and 1n most cases these rather scicace, technology, Taw
for finance and the central areas of executive finctions **

—C. Y Barnard



Al qELEL 6 SEvaEar gF #ged
(\ecd 1rd Tmportinee of Human Relations)

I TAT § AT EaRr T TEEAqA €1 § | argfeT gquT
JrAAT eI At 3T E AT TO0 Q) AT a1 ANET T KEAr g
ng Ay 97 a4 v grefer e @) Anfr 93 ATy 79 qan
F150 & 75 wfaTTar ¥Ed maEdm quee ToaAme & f qra
¥ sy amdm Al T awar ar ade Pt af & farm @
FrE | gat Ak (Powic McCormich, Churman, Boid
of Inteenatin | Hunestar Co ) 3 aY agtar ogt & fr vmdfan &
FNY a1 mfere Al et @ adat aT g fra wear g7 A
AT TIed A WTTTar @3 nged 11 faer St ¥ oswvla
wanT £ o At ar g

| wAd staaway 9 qf 7 & fag gdar g A A
T ary v ¥ fAwior 11 AeeT 47T o7 § a@a maorr A
afftz wea ¥ aferRtm A @ F 1 wyen N ardfer somfa, wnfe,
mft fafiet se Y AT A e wasramy 1 gt T
ATYT F AT TUT AT E A q3e0T 77 @At Y agfic w5
AEE wEx 91w o S TeaTAr d )

2 ®NTE WA T fAg—ara T qere it T seamEar Ty
TEARG & At @ fae @ A g s T wgrw TId AR
Aresar ¥ er wafrafer o ar arir ) awoy w sy ATEE
el qr faato 73 Tnufrar ey o owfn o smw A W
ardtd

3 WA AR T agedn Aty ey frarns
TR 770 WAL a1 W Fq 8 agaam fra sy aaar g 1S
753 AT AR WA Tt afs ngez @ @ e gan T
TRV 0 & A AR E A F1fswa § Aha e a7 et
frarar wrar ) 9dT afw Y afrrm oo TATIC T I ger
T i &0

4 el @3 s IonaE —ace oafs 11 AfTAR THAAAT
T AZRAT FE AW AT AT 0T whaifer o@ owegr A wsE
semea frar a1 arar § v afcumees gear 1 afreraionr feafa ger
HEEA

5 svfew wife—wsg area awedt o i ge d ak
faT [ges gafag W & & qo% g A ¥ st il &Y v €
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STEEN E 1 I SEeAF S AT 79 s wast A Feew
o qm B e wm B gsa, aaed, a7 figmig i
A F FER A § 1 T Ay OET At $7 9 F frg 93T § A
qERd] Y T A5 g AAEE |

6. Tl ST iT-—TTUST AT A AT IARERT @Y
25y wom ¥ aw war AR w8 A v 1 famiw T
Som il g AW T SY ST ST e T
NEAT A ey WEE, T, TR, (A mic o ¥ A
AT T S AT | OB AN W ™ w dm wwas fFEe
AR 20

7. XTOER Tt Ao ——sTasw st A iy ek T
foqred & § 7o, wrrdlg FEIAY AT AFOIQY <A § 1 ATHT 79
Al gy F g aE 4 FEtas wr Ay & Ol wedia
I X Ty § 1 o, falvra o gt 2 fenfeg s
qT G AT | g S0 W AR & AR S Ay ag e
g\ @@ Ty & e fAaT g )

8 =m wdl w1 faFma —SITR 3T WA GEIed o fawre
FAT AT i 1 3 FF aww w7 g6 a1 dfw fww frwrd
T A vt A geE I AT faT Ay § o oY afidiaf ¥
sEFEET % 7F a5 staq g 0w § 5 e wae moagfam e ¥
fagT i ag

9 fwr w wwk—OTA & Sitodt freR @ @, deen
o sfww o fafry S ST W R wfasfae T ¥ osfis W
far-sfafor frar ofie 1 ffA ¥ <2 &) f2000 § 090 s ug wwbs
feafa @ forrm fer 81 GfCQOTASTeT 93 ¥ 997931 § &7 & W
et ) W A £ 1 3 @ aSTH AR WY i w5 § ot} awar
T AT T9g ¥ T ¥ swErd @ g 0

10 wgas—frey T T R0 A g 3y fw §
FTHY LA G A7 &1 w§ amaiiedy, svE iy, Teavtian
ot WEH amgg Mar i 3 weaw e g gem sy
(Elton Mayo} @7 3a% wiftdt & giedt o 3¢ ww &% & fagrg
At e fGar @ oSS N amE ey 9% seiaT i
Feay s T 4

11, 3w afte—ITE ¥ AT @ B S weT
AR T uE Afaw qrfrer W R 1 T A w5 Ay dfas fr= §
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f ag Ay anarfer T afy gEARSAT AT, v oy agrpiRr
@ 94T I |MA AAIIET GEgT T
Ay arwy fErRas B grEgang
(Assumptions of Jiuman Relatrons Approach)

qrRdyT ae7 IR @Y gy wgg mraad @ 9 fawr
AT T §—

1 wgm @t wawsad (Human Needs)—wWrad(g a3t
farem T X . wrAT gz * fr oAger ¥ e ifer maEmran
QT & a wqen ¥47 wa wfA § Fao @ a1 A A< 1w
Fy sitfer wrremram ¢ orfifRes qmfar v mafer maEAnd
W@ty Fmav amfee 737 97 g1 7Y &Y v grd 1 WA
wFaE A1 gfe 7 favoga I T AN eqgerc A1 AIETAT
REciE |

2 aafes fraar (Indnadu | Difuen W) —37 frsrrara a1
fodm wgeaqm wvaqrae § f& vy wfw gat afr ¥ faw gAv
ar g IFR womfir vy awfar fedfa @ omAv fmr & wara
ACAT H ATAT 77T ARG 37 AfFNT fraarar 1 e w owAr 9Ar
FIAFE |

3 @EaEE aned @& armfas ansT 2 (Busine s Organt
sation 15w so a Soenit O gams ton)  TF faqRareT IW ATEAT 9T
@omrfra & fr o anaaifar ww gt ac ansT Ao ana o 80
TIT 94T TRARY B GG IF ATET T A7 ewifom ¥ garad
grar g

4 urweafes g {Mutoal Interest)—za fgararer 3t gz o
mar g frus wag ¥ oalam e qreafa g @nr g gTear
afgst  Ja a0 o a9 Az oy 71 et feg a1 2 =7
a9 STEIE f3d1 T FVO @ ¥ or arr g a7 kL

5 waxfamms @i (Inter useiplinaey Approach)—wa1¥
A w1 faarearar 1 ag f wvaar § 5 ag fafag frod) & st
& T AT TR X ARHT qar A amemmg A gOAE A
AZT AW 3 )

6 wAfcr #1 #% svaed (Vanety of Expectations)—
g TR gw waar 91 ol arafe § M6 ewarkad @ A
armrard gt § A AiE ST arEerd ¥ oafw drer A oA@
&1 =3 g mEtrA Y fF Rk qar sam qpde sva w0 F



~
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o o7} s YR @O AHAE SGF gAF WG F T AEEAT AT
VAT
7 T A ov) % e S § Awfas weis {a
3 sgaiog & afuwifus arifes agfie 25 @1 5as sor
T 1% ¥ FrQ 398 WA i asaiaar 3 mwers § 4
9 Wy wee AT R AER e F afEn
MIHTAT AT 4
10 el a¥ e faararT Y1 23 € wear § B gaeasT 91
A graed §osaEgT 7 A e aer g
11 wen & fafier Awe & afetea fen arasang
12 ag e a3 W Aot B e sreg mee qeael 3
fagm ¥ Fq sAITITCR gt & faFm T Wiz
13 gelY el WeE AGE WO ST RN B oaar aftdrn
¥ 377 g7 wwar AT Rt g
14 adt wrart (6 OF A A% a7 f 7 AnafaT oy
EFTAT AT AT AT §
1> =i WATH AT 7, A4 iy enfs e 7 gfvesp
™% TR A SR AR
wEdl weae ¥ fagey
(Poneiple of JToman Relations)
o WA R €FEet  fRie ¥ o wafon 5 wia ofs mm
(Man pover Commussion) § fzftr fe4 33 = 7wy finey fagns
FAd I~
ot F av fafew o7 X wIETC T A .
T &l W 93 WAT XA A0 5 2 foak apg 3
FAPTHA T T AfgT
4 ST GREAN F I KA I T AT A wler w o
a3 )
> sk Al e AT o adew tedn aeay
kil
Y vt ¥ afrfw of Gl @ 7w faaed 31 afies
1% & 1 59T § 50 39 R D O e s —
1 @f& 71 Aged {Impann & of Indeidual)—Tafiy Tegey
fasrt F 95 et ag wew g 5 sabs < wa A v

[IRERN
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£ 31 Traf A 4T (01 re fematrn oontufan wrfaTt
ALY T e Tl af e g ann i gz
T el (T ! Couo by oan s fravnfufe faT
Twoafent woae T3 owbr worer pvanon ot RUIARIRE (311
TORIE AT7 A 147 110

2 mrafer mew (Moo D be ) Tmmaw
frem o Wwu orpmbr oo i orreg rewfon Tt
arrerfer wrr ol my gt oropar THafenr s, 93 170
A o e mt ad e g v e s g
A T Tubor oy o 7 e i e

yoamra ffa (Conm ool )—a7 fr,eT e
art T2 frawmar Tawien 91 0T e rroor e
Az e TR T AN T AE Ay TaTngiT
AT AT v Y onter abir nrwer ey e var e oafr
WTACT Tr Y g g nmt fooarow o agiafe ot fr
Aty

4w amET (O Commun ton) =gy JET
AT 0 ¢ T 4T ey e T Wt T
r T AT i feox Ty afoan aee faoey oo,
IFTFTOTR neor o ow ot nsatereo Y TF Srrer A0
TR Franfr a7 epa v 47 e ar ngar wIT TR 1 007
TTONAACN A A ATy (e 1

S TR (L 0l bou ) e T
TR B TT AN w Y {r mtgbar A TR N
AR T TR ot o w riafen vy av wryaz e fr

TOTALT I VT 0wy 70 oW e Y g @ frobe
BRI AT W D em g

6 TWAATMAR (W Lk Ly on) g unEm e
T et Wt ow e vy foate 4wy 3 omad T
WAT T A 000 Al n g rm Ty ws (v A W YA
METTA 21T At Y W gz e s AN
AT AN

7 maerd a0 0D w0 g frer v ag ot ew
T e foonrdr are vy Pk ¥ freroveqr yni'-"f}i-” oY
€17 Prer 1 11 s wfT S wf vy fap et e fromg 1Y mt
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@Al R, AweTE 59 T F e ) e oA e )osem
w1 91f3n 1

8 oy o gAY &9 Sl © st (Locouragrment af
Team Work and Group Efforts)—ag fram xg wew g fe wim
Tt uy Ayl e A Seerigr aer gy s =fmrr e
2w anfes yam weg wfaom wraw 33 a3 E ) ors 1 g
FTRAT v 3 wgfys weT & g @ NEa §oawdln 1 wam
71 fomm fravar st &1

9 gTERE uT wEwiEd awae 71 faww (Development of
Demccratic and Permussne Chmate)—wadtg seawq ¥ fraig &
fag ag foegra su ama v o A1 § £ amar § ysTaferw ararran
faafor fem Sy wear BOWERT U¥ MINCT A W FTE & 95T
afagam /7 T14 FTE@r SEF i

10 waw ST (Constant Mote iton)~Rea 72377 5
faxior & Fae gfygaar 21 1t331 777 79 § T 9rfgg ) wafas a7
% <afw 71 facfor g faafom 538 od 781 T3 oy som g, afs
39 wfanfm wF & 7 T g )

11. oggw wafemt w1 farm(Development of Powtne Attt
tuds)—ag 83w g 97 &% £ g wtafon S wafe o
qfd & ARTT § s@AqTNAET 1 fQFW TRAT Nl 4 g v axfan s
ST MNATY ¥ AT T E | AT WA vy ¥ iy ®
9 A4 FT BT THAT 53 ET ATIHF B o

amdle w3 FEIng @ medag”
(Criiesm of Human Relations Corcept)

et fagmt & wredt s T A w7 weiae ot
2 1 Mo ANTTHR Yo FEART (Malcolum P Mc\awr) 7 25 @ A
ar faarara wirar § AR famr ¢ e owrediy e« sahe
wafrad A A g W T @ F fag ¥ wre s, aeefrd
aad, NYEAAEN 0T AR F fay ey A ax aa = A g
*® & fag dratgy w gt

3fge Owdm (David Riesman) 7 72 79 § f5 “qvadtn weaaqt
3 T Movrtroutn ) Y @ far § v et 3 37 (Peter Drue-
1 Toomuch tmphans on human refat ons encoutapes people tao feel sorry

for themsehes makes 11 easier for them 2o sough off respanschility 1
excuses for falure, 10 hike children,”™ sh!a‘l’?olun: ;,Y\I:\gﬁ
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Ler) qr ot az wA 3 PR amd wemy faaar fam oo # frme
2 30 e ot § o @A seunl @) glea ga T
Frandy ¥ g wawn fean 3, fieg g Al faend & faww ¥ awet Ag0
graw g

@ st gt (Habert O I} & %1 frarearar & gwra a1
ooz ¥ o 1958 ¥ faar @ fr % A ARy & @ am ) @A
7o 7 fe frgd vr zeaw & wmdE el o7 gafes g far mar
<@ & adwfrat a1 aga dray frar ar gy § oS8 frogar aRae
syrAaifaT ATET 7 ATT A ARIST ST Y | AR qra W
i g g dww @@ 9w g R send e g diw R & Mg Il
AR 1 Erez § zA (Ao @Y wATt R ¥ et wer ¥ wre-
AT # g1 AgT T fawroart &t fm sgq aesd @
[t g—

1 wgg ) meafas aw (Teo much Lmphass on Group)—
T a7 a7 AAAT 1 AR § O wwdln graen faararg agg
aza afax &= 4t & qav dafs Tgg & sver Tt & fafram O
gTEE (Willum U Wihntd) gt Irame o% strfrear 7@ 3T foret &
fr ¢ og faarart afis @t mbert g o sfis ngeaq o
fra meg Aty @t & fag safena a1 @@ s st
1 5% 9T a7 fadmma AR &1 Frew A g

2 mfaw g1 = I (lenores Teonomie Aspect)—zR
fasnrgier &Y A F1F@ a7 o W@ froag fawrom afaw
agq F 3Aur FY § 1 a9 g af § fro ey @ genfas o mda
aEEFNg ag7 AFEAd g § M Ayer Faw wAvefa ¥ fag
A Fwar g, freg IR anwiag Af g fF s aefy o
am & A 2qr g wger oF wifar ol & ag 97 W wrErd
T}, SR v ft | @ w9k 97 3qat frer wrwmEa
75T g Fdr & o 7 AT BN wrmEaT aepe w3y 1 AT
I

1. “Isincerely beheve that over the past decade we have Fad an overdose of
*human relations’—too much pampering of Fmployees, as 1f our factories
were quasi-social institutions rather than business organisations  Human
relations has hecome a fetish with companies undertake m arder to keep
up-to-date ** —Herbert O Eby
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3 difw wgeamt g7 gmarfed (Based on Limuted Resear-
ches)—wrTdta qeaes FAaToara sl @F SR FP-ET 9% 8 q0-
frq § s @ P AREEE & TR 9T e ag frwat i qs
AN 9T WL, FCAT AT & ( 99 OF 70 @oaed 7 g 7T [
TH M §, aF a% &7 frrearer w0 Bt oft e ¥ aramdwcw
(Generalization) ¥AT w&a &1 0T 1

4wl a% 3gftz (A Bad view about Confiicts)—g faame
HIRT §3T FOql WY g0 AMST SAST 378 FE T A VLA
AT 99T F1 IAT w6 agfET ama, UFAT ad qEarT s
FA W &30 A1 fwg awal Sy aks Jwar w0 S ew
govaT 31 vt § DA § oA Wy oAt § s awd § awafir
Eicc -4l

5 mimem savae (Impossible to Tran)—gg &1 ag o7
oI% T g [ A wmaEe F1 1 whvsy frn 7 o wwar g0
e ATAAT Gl A1 STAEIC W EA G ¥ | I o §1 ag Wy
a7 oach w < & 15 afk wigag  frar €1 aa 6 sqw a1 ofa wait
TE T TR Ao o

6 WA TTEARX F T A 3T AW A af g oww
=g ut faeama off A€ LT ARy

7 =g fmrmra aman Ry Nam awiex o agd
=

3 = fegren 7 wEey ) Bl 93 fewraw wmraw A
g

9 9z FAETCIRT T U T SR GV T4 AOCH FEAHL 0T
wAtyaifen q3g) v AEifaT aw xf &1

10 a3 BRErarT ZarrEe faaeit & A i fa5w ev F §iaT
A1 T FTCL 4

11 @A AT ag off 7gu & 5wy frarera dafer fridy
w avfed frudt 71 afus wger 34 Y, o wifed 1

AadYa weweel & gAW § fAy g
(Suggestiors to Improve Human Relations)
AANT T T QI FAA A A @ g @ e 2,
%PF e W g AR gEell ¥ a7 & wor B oo 21
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Faoe wid (C Fanos by Proadent of the Genenl Food Corpo-
Ltuen, U S A ) A AT maAlfaaart Wt weyeaa e anfoar T oane
g 70 3t Y Ter § fr e oF aafe o aRg R aEd § A
g @ wrafiw safeafs 7 T and g, wi fafeaw o & sfa na
@y afy e &t wegeft v A< ack §, Al mi saw awE WL
aile aFy, W g Miwals 7@ wit avy, we and T, foon
qx e @ fatzy or AT A9 0T /TN 1 WI9TY ¥ 9 g SR
LaciFani] 1 ey wrger at At aean gear § e
wEdls TT-37 T faeem @ T o e garEy g amaifaa foon
ari

1. 2fad @R (Swnble Lo aen) WA s
1 3fa v A g 778 7 {10 3fe @A 3 arwma g 2
wA0T MANG Temedt TLAFA F g {Biae Phlosophy) 7 27 &
#fyrre faat war aif=v, fara 597 =17 F 97371 71 {4 qETor 1
wafaA P 0 ofzRig waaa w9 Ay

2 W sreegTaElt @ wgfe (Swshcon of Human
Nedds) =3 e @Eed T fank 1 fam ng ageaqy and 0
W R froager) i afrr A wEdy samend qqee 73 31 99
FTAT e 1 0 A1 A swmw T fge 7 aefer gt
Tt vt & Ager frar St ATAT ¢ freg AmfAT ox mmfas mamT
UM AT W FTA OF RIA O TR P RR0F IR WEGAAR AT
BIFUTAGIF AR FIT A AAN 7Ty e ) gA fre s a7 W
fam <fee ¥ wAlad wa9d T 20 w17 A7 Aty ofed o1 TG £ )
FEYTT T I A faeivd A4t wfain mad #1 vy o wzg, g
I mfasom 3 F o ey R 2

3 wEE gead wfwww (i o Rdwons Trumne)—ar7-
g 7FLT AT TV AT N g7 93w 71 AEy ey F
fankg & 2 AT Wf30 | T T T3 W wrrET SPra w3
Tl | RATT T RANT AT AT Q7 AT GT 9T 24 07 AR

I Youcwn buy a2 mamstume sot cin buv 1iman s phys eaf presence at 1
piven place, you ¢ nbuy 1 me wsured number of sk lied musculas motons
per hour or dy, Bae 50t cwnnct buy enthiniasm you can net buy mitias
tine youcannat by loyatly 101 cannot by the devotion of hearts nunds
an1souls You hawe to eara ¢t 1ng, —C Frunois
Lx I resident, Genernl Food Corporation U § A, *Human Relations T1me,
Byrid U, . '
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wa wfaswa wOEE 5w A ke @ A8 Ay g AT
v gEed & gl gf e 1 gTeE @% AT S ¥ AL
FT AT
4 gudt araart & afe@dt (Change 1 Old Assumption)—
et A1 SATAR qUr I e & ufE adr gE T HFAATAT T
R o LS T whr 23 ATy § AT
=rfgd | ST = ag FHET T v =ifey 5 e STt A
aﬁmmm%amﬁmafdal =% waflkd 37 77 TF oft
efreT T B AAZE, 7 AT AT T afy & Tt g AT Rl
%ﬁmﬁ‘\%ﬁmﬁméaﬁél
5 fowmm aqr qREET frarem w1 s sgser (Propet
Machinery for Removal of Complamnts and Guten mc:>)~—ara
mﬁhm%fwﬁm%fmﬁmfw’lﬁfﬂmmm%
Srarea & frg Ifam @A Y =R i foenmAr oF
vt & qaRa 3T & F g w< By, X TAIRY AGAT
g swar B oH it ¥ T gt W et T gl e A
mﬁﬁﬂlmﬁzﬁfmﬂﬂmﬁwqmﬂméqw
siraitfr s Ay g I
6. uft B STRTEEE! & ST s (Work to the Needs
of Workers)—gt d% &9 1 a% | At £ ITRY FEAY AAATTIAT
Eﬁqvggw’gami gt S1f5n, ﬁﬂﬁf%%vﬁﬂmﬁmﬁma%ﬁ
e Fred @ w1 agfie (Tob Satisfaction) SR G 1
7 ofam ¥g=3 (Proper te wdershup)—3=3F FH-I5 dT =g
i FEEL AT S g A sfat ¥ TIF wGg F AT
Gt a1 wlE A & qut TR ) AT 97 g ST F A ST AW
o < 211 XAfw fawE (Rensts Likert) ¥ FE=1d Ffaa v
(Empluyee-cemred Supervision) ®V Fgex fear AT 1 T ATELE a1
s fr &1 2% 3 of TeTrar 3 hesrr ¥ g g, @ 3 foga
Y ¥ PR TIETE AR
8 FAA AAR TTEAT (Effectine Commumcatin Process)—
< o ad (Robert De Berth] ¥ mpart “fimt aweE & A -
sy maewa 17 (It v impossible to have human relations with
out Communication,) I HEAT H T FATC FAEITIT Foags &
srasas 3V SEeEs st A o Frar R A% T AL IF T
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fe 105 i w37 TRAT /T & 731 A WM wiww 7y fa=ar Fremgy
s mfz A O ST T AR AFY 1 TAR IR S & AT T
=1 qrer s AFAT 21 Al 3l fagg ’3 T am e

9 wHardl waem (Panonad Counselin j—mataifedt 71
FizAre & vy 3697 waRT g7 N wrAElg AR3eq; 1 @ 3EIM ST
geat g1 afrrg aw "7 gl wlearar At A R o asT
T axT @ ATAT Rt WIT oft Ay @ Agwar ¥ avar g oale
JraEEF F1 AT AFT W UT T IETT (C u cllor) % fagfi o #Y
TEAY & 1 7 9RTE Tt rmarfear ¥y mmfas aifgier aa arfs
@ ATERTAT 9T VAT <A 94T 2 |

10 g (Sus ot n )—wew A fag wfafzs @ owwT
qaeqedl & e  fao snfor & e ad sraey § oo
Fars gafrar &Y 33 Wy aa Aare fr yaeg O Hogr g
~gfag F A T I E G T @ T awa] Aa19 93T T gAY
i g fedt & framn 1 amrd e § e g ra vy e
=Y ary yRafedt A R @t el 3y

11 awafwa @ s & agafiar (Wokes Patapit ooy
ALm me)—a=g WAEAW nT q & fawiw ¥ fi wxmfon w1
FEMF AT w frrd A s aTdv @0 75 3 warfeat 1Y
waed 7 @R A1 ad g fand afeom ey smve @ & 1w 7 A
ggmfmr 1 w973 Aty azar o < & W Saew TEew
qararfaT av A @ A W FHAN w7 o 7Y wGAN G397 @R F | 077
A we AT F 9fT AT TV wwAr a1 G 9 auar g

12 faw@ & wa|t (Oppo tmne 1 Dovehpment)—fros
& gaa?l TV AATT FF A =1 Ay anfer o S i al qz qe T
TT F QAT AT AT § | ST 7 § TR 97 q@rafr wfreem wifs
& 3f@ Wawt WA Z M 3g AR @I T 3AE Ty
sRfT U A M AW @ aqfe A E s aear 1
YT AR 327 B E

13 vy 71 arEa a9 Fe s

14 SR B ATICTT SUIRTATT 4 T FT AR ¥ Aarzd
AY RTINS RECHT A qes TR T 9997 1 A1fge ) )

15 ==y Twawy Aifeat 31 faTe FEr wifeg o
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afzarita fifeat
(Personre] Policies)

qf wd g md (Defintions and Meaning)

firmwt (Flippo) 3 #ga, “Hifd uw ava fifa fan e @
Fafoer @i STt §, ST & & ol W g ¥ far e vy are
STt &1 A SR SRl B 1 Fg OF e are § S siader
st a1 76 ¥ fag ant A Tt

m¥e (Comme) & FAWAR, 0% ITE7 2 Ay & arcvd @
sy qF T & e, S T gF e g 0

g i wee § B difaal aear ¥ 9F s & gft & R an
T T WTAT § | 7 TEERt T T] F A w41 § 1 Ay wiwey
srgr g Pt
frfqand (Charactenistics)
Aifgat mAg fafra fer v ez &t
2 it wr e e Ty e g
3 Aifai wdl F 7 T AT T aew ARdy g
4 ¥ Afmt xea @ aEn ¥ SAiE) ¥ w1 onfag

5 ¥ wires ¥ =agR 7 fafsa s §
6 Afmtrmim i s E Y e ad adr §1

7 it s - T g

8§ wfaed #wilE 3 fau 3 Gifagt e oy w1 o4

o

7 Nt Anaifcs @ wAvaie AT awre S g e g
10. & Hifaat fafea 2Y @ w1 § o = s

it ikl & sdem
{OUbjects of Personnel Policies)

Hfganita NFE F g 9 @ Ffafas §—
1 ST TEET AV ¥ T g 9w feay FAT

1 A policy 15 8 man made rule or predetermined course of action th
established to guide the preformance of work tawards the organwsatey.
It1stype of standing plan that strve to guide subordinates :a the execu-

taon of their tasks ** —Edwia B. Flippo

t. “The policy of an orgamsation s a clear=cut statement of ats a1ms and
objectin es, sctting out what 15 to be xebieved, —\UW Cuming
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2 yavw rdaar s aerfer fagam v afdferfal
TRE YT

3 qeaifrn @1 gfa wfrafwRT gy aor faey g sfe
a met frar 31 at

4 afert 3 o e wa Ten i 3 gy sl
afgar g g e fay v

s amaf g fE Y rar gTn
1T o3 g cafrar a7 fay T AFR 91w T
Tymfedt W ey § 9f aArdaar a1 fB{rE T
g qifedt 71 g7 or 7 e T
aw 7Y 3fwg Wi g1 Rabva avar qur 37 oraem R W
e+ £y e e ey v famter Frav st

10 ot & 1At 1 AraT ARE TAr

11 7 7 awarfest a1 A% T A7 FEAT ¥ A4 TS

s s oa -

afaariia difa & waosar g7 wgax
{Need and Impottance of Pursonnel Policy)

afaadty Nfadt A% magpa g v FEib@ gy o fra
TR w frvy €y o gt 2w A1 g aed £ ga Tl ofy e
o1 famim @ frar g fr g fresia aql & proqs eEwm T
ATAT AT W {1 WA o var @ 41§ agh aw afyrry wiglady
a1 aF ot D Wfaadta Dt Do a7 4 a0 fr g o aEs
7z 701 & 7 Hfgmma Rfant a1 rbm s swrm e NEsmag 3
arFg § ot o Fmlag g Aarmy ¥ fay afits O
P qmEET 1 W gaafral g1 magn fafiaw @ s 3
AN T @1a 9T F AV 7 g A ¢ g g ner ¥
sfs 9T 9w avfasm g g fafer Qe ¥ Aw T
ST AT sy fafert dvarar @ frey @ g Srzavg 9 gy
T T qar Fromar wogrern s i 2 &7t (Clboon) T
v Rfawitn Al emi @ froe & fo mnawe WY
mma froo® fag s m wwr mega wR #0 @A
afaaitie Nawr A masgrar @ ma @y @y ey aoe ool
i E—

1 B gEemrnem e ferrr—aa (Beeh) ¥ owAT
Afganta Afear w1 Fatm 1w avzt gar Tdafer DA ¥7 A
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B AT 57 e frw S AQGE SRaw &1 AR
fratar ¥ @9 AW Qnr 9T BT v 51 wART P s §
et F Pravst F1 wReqy dar T gram #1 PRt & myay g
T ATATE ¢

2 v & gaie—IfEdi Afem $1osnar 71ofEEE
weerq AT OE §, B eawm ¥ e a4 w2 |t At
fagifra 5T &y af, § g0 sewf|l w @Ok ®F § MW T A
HTAY )

3 gt WA ¥ amfa—ifad @ e i
= ST T S A A8 g

4. R wa giRaEdAr =1 ser i — A & el
e i A sl e afET w sweaT AT SRS @Sy @
gy fodY ST & WARRT Q1 HfamiEt 3 R € ST g, A1 ae
2 Frar o= By o s w1 fwdm swm = o= 80 ffew Afa
qig ae o fOMW A @ vgy # frey sfafism Aifaarar
Fifrem AT ¥ T T AW F Lot Uy SfEE A qen 5y
£ vl aza sfuw swrfar &Ry

5 frorro—=ria Tt oF 29X #7 wArY €, (6 grer s
frarar UF qeEEenr @ oFtn F1 B w faaer B
SETE

¢ fafran o wdn—s iy frd A wwE F e ¥ fielw
e 5 fag fif=g @ stw gl § 1 =% fed B g amm & am
# s wiafree -3 fa ¥ wreoar & o 2ol el wee
or frar 21 @@ 1 gaEy fagerer <t AT & swoax aewt A
fror IvaEAT § 1

7 < OF frev—gfafeT St F R afe v g
oy faest 1 NHEAT 3w W AvAT 2 | Sirfoeg A § o riaeh
1 afse & wfy fafsg fem s agar 8, s/ TRV S gomowRE sy
FATA LT R ¥ AR un frest aT s T fawe Gy
FTAFATE |

g Frdtewy & g SIRTT § a6 9g wfera
71 fa7 T Af AR T E W Wl Ay ¥ wEeesd med i
=7 fF0FOT 71 Nzt o s 2 )

9 fefiw @ifrd] T o s smEmT W on faifeg o
AT E
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10 379t aemara Wizgd ng areE aEATQ A7 1 frm
ararg |

afaaria Afgw T fagra o aw
{Prnciples or Tlemerts of Personnel Policies)

sfradtn Nfam 1w FAr wfew g § Afganfs dfd
Frate @ Freq fagear at w4t 1 AT @ A Wi

1 zfie farm w1 fogra (Vuncmlc of Personil Develop
ment)—mafer 7Y rF 177 A TN T Fwary 7 Aw §, fr
M arar ¥t aw wesf o1 wafar eea & 1 afy aFdr et agmar § e
o3z fAT 8, Y gt b T wfg a9 fafoa o@ g
v iy 1 ag Frgr 1 ox nar firgra @ i wdT & Sigeen
% frg ore @ g 731 AW frav s 0 =i gew g (Adm
Curley) & Pyt & fr o8 3w wrg favfan § oitfr 7% ool we fav e
219 me fodt gE dvaa 2 frfea @< @ A agh fraar g1
aq ag fagra az@ afer aeeaqw oo fogra Warm TR
qET F qufrEr T ®T A § I AT Ter § 1 e o
A e frerT T A LAy emwam wErdy @) T
TAMA g @ AT afema 3z e fe mear 1 mfE
Al

2 adtafs ) ww @ fagrd (Ponayg o of Right mun
on Right job)—afamm w71 6,97 gzeaqw frartag d fx
geat & awarfedt T T v dnfar w3 womg w1 ga e wag
a1 o wrar g O agwifen 31 g7 water e g g frar s
aa1 &Y <afem @ 7 92 (Ryht monoon the nght job) qamar
T | @Y Af TN I 9T Fige a9 & A e Tr A o
@5 fravar arar o fr 3 wE a0 affeafon 3 gear v 719
TAE TT A AL T G A7 A5G qFTar AT AH Q¥ o0 4 {1
sl a1 frgw 174 ang 3337 sfaa1 o7 apgarm A s w @
TUTAET § 1

t ¢ Tlehuman asets of any company are of great econom ¢ valoe they
must be co served cultivated and enl anced 1] the eompany 15 ta pro per
and grow ~Vincent W lking

2 Cou tresare under develoned because most of the r pecple are under

develope] having had noopp rtuni y of exp ndi 5t (o alisje
b [ittes 1n the service of soc ety —Adam Curle
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3. widlm Wl & swEar g5 ot fEes (Ponople of
Effectne use of Human Resourses)—4g figra ag aamar € f5 0w
a1 ¥ weq) T e 0% § 90 7T 9 0 ST ord 33 §
f eafit & sfam ware § 6 S s, FAE 3 A 3 =
IR A T AT ATE ST A7 3a w5 wiw ) oy frgra
€T 0 9% T 3 Far § Fr swen § wE wear & R, S o
{Motnation) &Y 7 wageTar T G 1

4 wReas =t fagra (Prnaple of Communication)—
Hfgarita oA & fad aoaEs 71 W ST 9599 91 1 gEard
¥ wATW F, T F EErd oy /A S g A, awarai
Tq HE ¥ RATeq #vA, 9 7wl AgeTed Sy ¥ Ry evmg
qaAtaEs g | fawive fawfrm (Woleent Wilking) & srgre “adianfidi
St aer ¥t rrem g en e A A femt g FwR ¥
e R e feet & ey, mife & wadin s & oggdt w
AT Q7 TG 2 qF 7

5 wgmftm =1 fagrw (Paneiple of Co-cperativeshipj—
i @ am @ awzar g, fr wdofay & spnfer &5 8
TTEY GraT Y gAA §, WEAT § TA4TT w1 WAIET gTar § 4
TR S/ T T IE frerly § 1 s 9 & ey v Y
A BY T2 § e 1 gIE werrEr afan ag e g e ae
F TG T § ST T2 Y AN AG AT @A AT AT
dran & 1 fradee faafen (Wilcent Willing) ¥ aamame afy «afiite
SYTAA F1 TG A A IO qAIE AW g, @y e
fram fmr owifgd v (¢If personvel administraon 1 to make
greatest contribution to the total enterprine, 1L must participate
planmieg °) wata wimfal w1 fafm Boa ¥ @ W a
ol

6. wmm 1 fagra (Puoeiple of Equity}—ag fasrws 5 a9
DT Fe g, o ¥ ANy T T @ e
ETEEI & | At w1 Avaa, fafmn, faod mfy a i S ot oogne

1. *“The persensel staff should be kept aware of, 2nd, <hould have access te,
imformation_concermng plans and, actuities at all levels and i all
functional areas of the company, <o that 3t can provide coun £} 2+ d adisce
concering their human relations aspects ** —Walcent Wilkang
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wg q arg frar wm i gat ae g, 0g ft g1 o ITA R, fF ACA R
s A waTe eq @Az @1 awaifar &1 wdl, ety e
aat o7 375 Al Al F o T e S 9 w0l

7 sfaa wfesfar 71 fagra (Pnnaple of Fair Rew 1d)
qa.7 AE4 99 T ATAAH F1g AH T § T @RI g saq
mrEa AT A A fre ur @ waw @ g e A
wifrd GrATAY T WEE A € R T adfe 7 @R ar
nAF FEAATAT TG T a0 <gf ot Az A T v T omfr
q7 X AT 7 | mAng wAT raA 1 sy afefer e
iz g wfa wifeafur g Fv Ggr e @ A TFaTAE
Tmoufrmd AT ar aft - @ et ar st wfeafer stafes
qifer g1 g ¢ fre1 g8 A maeq 73 A% & fo afar wifesfat
Fa0A F3F IAGT AT masrAAr 3 aife o 7 a7, aafr
foamt d TF 9@ A ara Nz savvammar g gfy o
TTAT R

g = afaw @1 fagra (Panciple of Dicuny ol Libour) —
az fagr 77 39071 2 fa w531 § Wei% F@TA AT 1A 93R faAa
fgg 1 gt T ST T e A ar gy v a4y freera e g wd
ZaAT SRR | UF 119 79 a0 F afy ft mEw w1 [ afedn
arhw gz g 777 719 v arfed e el @ g @ (Work
i~ worship ) | 28 37 & FOITHEN 1 v 07 AN T4 fo Yy
TR

9 @ag WA ¥ fagra (Punapl Tom spint) —37
fagrsaz Fzard fr 7=0 9 @3y gz faa 7 75 0F 0
sy 1 aez H e a7 R TmEm AT NG WAt A
FEl § 5AATT #A o7 qrTr QAN GAr e sar fary At
arq § & me Ad fom qrawar g afy wiw a1 @ S @ gran
Ziggg WIAAT A I TR A RIETR 0 faA Ad gAr @ afer
Tl 31 @ A DAY ORI THF T AT 747 % TwIT e
F fadt = €1 F17 T ek qar a7 F 37 o0 A v o
sy faT AEET AT =IZT |

10 gaF sifea #1 fagra (Ponapte of Sepirite Enuny)
az oz ag Frar ¢ fr otwifar A gaF afma a ofn g st
¥ fy gy it L 8l s sl kit afs T 1 g 91 ome e
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sy fy gfm (Jucows) & wgEE, “FRafidlt € IR KW@
mﬁmmm?z?a‘rzma‘:%mfm e o w1 AfFe
v AT S TEEW w Wil eampt @i maferet fRee,
erepteE U wres g awv ARre geat g wer @t e aw
s g @ v SRl 3 R wiee P e s d
=i

11, ®y2 s gl w1 frgv (Panepte of Good Lsboar
Relations)—¥=3 #5-79-9 SRT a0 ¥ 9 ) 99T 94
Fepefl & T 7 RfE i § Feaar o srd § 1 wgea "fan
¥ afadt (Guevances) 27 fivety A g% sTl WY wiEr o
TR F1 977 7 Srivar € A g

12, e g & Simm w1 frgr (Panciple of Contnbr-
tion to the Natwonal Prosperitv)—7z fagwr ufaw ey orex
eyl frgre ¥ o7 farer 3w avY T Aget avr wvary fw e
Foqafan 57 s @ A ¥ fan & 5 adr wxaw i, afs
DG U F T S WA R wwc T w0 Wiy | 9T |’br a1
a3 g mfed, fr g o B Ar d, T #1 A A1
F@TY AMAT @FATY, A IR A v 4w @ Ar@
Fora ¥ fu wid &W §1 954 aifEm EO 2 Al wEE wdary
FRATF AT\ A A S AR T ey e
=Tl wA % @R R T

wheatiin Aifadt & sha
{Sources of Persopnel Pohicies)

Sy Mfrmr ¥ s am § g (Bexch) A gmwms At 39
s e §—

1 TR & T

2 g n o A oA wa gengt oy g gorer A
ATaT U EEaa

3. T WFATT CF A wvos 7 g o osgie

4 Frer @7 o9 i wavae 9 faeTere gn agia

! “Employees may be Bared for thess techmest capaciies and esonimic
at ther b arc

largely 1oflaenced by these ericnnd feeliage ultarsl 2nd sommal itatudes
and ethical noyms * 1 ] Jocrous
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s fz71 afafz 0 afammia =m0 T T AET
frg g aAr mr A T oafAfry fom T W AT E oW
et a7 F—
6 amafrar 71 e v g
7 TIFM@ATILT Escivs TT'T'T T TTFEL
§ ST A GATEATAT 9gfAar A mmin
o g mfar, s my Al ofefeafiaty
1o v A ey ifa
g=g1 afaTeiz Mfam § a9g ar SEEE g
(Charactensties or Fssentials of Sound Personnel Policics)
oy afrarg Aifaar A arfaar 1 eqevn 4 AT T T
srre A asa A gl amam gary a7 oAy # e sl §
azi0 g a7l A fifsad w273 o7 v afgerin g7 3T AT ) A
o3 @t (Kath ard Gubdhny 3 nr 5o afaaoia dfx o fa
1 Ay frrarm 31 7 arIeaT TEr f—
1 nf@ @ awnfaar T o7 Age 3 art AT A )
2 wifrar a rawfen 11 gear 1o awey @ wvAy fegfy 11
= AR 9T 0
3 fifan a Tawien g gon s qng g@ T
4 o wanfoa 1 iy frre o were e i
s Aftrt gmfrar g v a7 afa @73 9I A ard
PHY Tl T
6 Afm 3T frmm 97 sz faz Y p1 W T 9TOET
afrfexfant 1 4t =T 710
7 At A e
§ &ftat s oE 3 vdwfo 7 g amerfrr o mfram
FATA 777 aTY T A
@af #afr ¥ w=d afrzafrafin g fam gy frmomd ae
7Y mfrr—
g KR TR T iEErn e aren 3 T TR oR
arfem
10 7 fazga 'mt 1 #1 @ ey mfza
11 a st AdrrdE derym 71 om0 T faaifa fia
iz
12 sfarits fifaat fafrm vd fregn =wh e
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13 = G & 9w wam 7 agam § fuifa frarsmr
afga

14
frrert w13 Y

1~ Aifint @5 @ oo & fom § seer & TP

Sfa=iiia Al § & W qnd i
{Cortents or Coverage of Personncl Polieies)

Ane Fafrma =R A 9W, (Natonal Industral Conferen ¢
Board, U S A ) 7 SH¥T A9 & o7 {5 (Farg ¥ arvwaa &fagiw
Hrfaar & freafafas Tt o ghwfes o orar —

t w3l OF saata F far w wowfor @957 12 wEaE
g gyafar § oA g A AEEEIT 3 WA F faww
zfrgra 1 4 wdafonr w1 Thrga s 5 a9 Hifgs 2rd 1 6 wfez
i) 7 gown fam @ wrfaw 8 amrT At 9 st
e g@er | 10 e saEr e 11 feafemd 2 sx
@ifks & T 0 13 enfas gOs 9N W @y g
14&?«?2:, WW,RWE&WW?WWIIS%W:
16 4wt awm@m ww ) 17 93Ty fFf dw ¥ sz i
fort & @A L 18 AR B R 119 W @3e 0 20 ge
R i w el v R 21 wITR O 22 W g
aF

Tar FT @A SEAFT A4 AWrID WU &7 @igte

g & /e 5w
| TWAW SR W9 & T § P T ¥ RAAT @
1 g g7
What do you mean by human relations ? Waat 1s the impor
tance of human relations 1n offic-
AALT G F I <7
Suggest measures for improvement of human relations ?
y sem feEfiT Afar ¥ oA o e g ? g o
w )
What do you mean by Office Perso nel Policies ! What .5
the ymportance of them ?
4 wfEEliy Aif w oxdr o7 S fiva
Decribe the elements of psrsonnel po icies

v



5
sratem seafkal & afew

{Training Office Personct)

o Jt 15 ot only unfarr bu wastefull to have untroined people
on any job or postttron "’ —Onens—Iiti s is Glass Company

sfug ag T 2 i s adard Y A, TEaw @
g & afg A1 srard o Rkl afe A% dae i &
sfrey Y FRfAAT o7 Ay ek AR TIAY § AT aeaT v A
gt atenfe §afmom ot W e A & ad, smafr gu d
fr7 a%F Q01 ar ag wfeaddd, daiaT s wgfad & e
faeat S @ #17 gva afeadd, egmfat sfeoardt s & wmaa
¥ o7 7 A afomw 9 afvand 5= far g

qfcaraid va wd
{Definitions and Meariny)

fomdY (Flippo) & wavgane “failt fafirez amt aY <y & fan
oy ¥ o v argd 7 afy T T o a1 A gl agd §17

N7z dq NEA (Proctr ind Thoruton) T wedt & vafery
AE T gt am Ay ad, S frey and 9 dvas > P arm
@ T g

@I AT T gEW@R (Planty, Cord apd Cfferson) d uf
ofoarnt A & 398w cafeam ady s admfon 99 e,
T GA qa TR a1 wAq n3 Rafary fnw @ o frogAr
(Pt ¥) aar oot ¥ goany w dwrna 3y g9

t “Traiming 18 the act of ircreanng the knowledge and skill of an employee
for dong a particular yob * —Flippo
t 'Tr:xu'l.mg 1s the international act of providing means for lerning to take
\ p‘;ce @ . —Proctor and Thoruton
““Training 1a the continuous, systematic development among ail leselt of
employees of that knowledye and those skills and atts tles whyoh contribute
to tnewr welfure an 1 that of the company *  —Pfaty, Cord, nnd Fflerson
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i (Beach) § WY @& afii g7 aTeifoa qfcaran 1 2 1 3%
ey %, “sfisw ag wfew wEAT R, T gra = e Ffea
T ¥ fag am ok Sgd O a0

97" TRATTET T e T W T g7 feRd v
ag=d § fr sy oF aae st &, faad o wanfed & am, wgd
o drwar wife F1 ey G s §, fEY ¥ aow s1d S gaee
5 I § 8% T T W FAAT IV 90 @ q% )7 5y @
Tgg WM Y avg A & T R v aftag & § wia ses
2 & 1 Rt wrew PR SY sl Y wme § o) R wfe ¥ R
oif w=, ), fawfeaem mft ¥ goaw sar & sfiem
torE fFias M avrg § o @ fafe @@ aw
ard s XA E, SV I 9w fadm & § wd 7§ agean sam
Tar g

s {Charactensucs) xfrea 3 95 9 away 27 79 Feem
5 fReT wErQl S WA ¥ @A 9 [aATE §—

(1) wfoery oF w1q TEETE

(v) sfaww o8 exafery wa fdfifaa sfame s

(m) sfavw= a@ 8 G ao=Ele Y T @ R oW
I T GFT £

() sfieag ¥ v avnfelt #1 sriswAT 231 92T smar 3

() Fioaw Tl @ AT NI F w s gar 2

() wfrae gg forsn § 93t e g R

sfnam & 991C
(Types of Traimng)

fafaq eameifas @ ArNfs aerd & g 97 F sfvag
e BT aaeEEE S e @ i el e 8w
gt ¥ sfraw frafifag g—

1. e w7 fegra sfirew (Induction or Indoctrina
von Tramine)—37 STR & AFTH@ 77 TN 71 Aeqy qare
afefer FRaTT ¥ I ¥ By amr § @ o sfrag ¥ staka
N amrTa fom A ¥ w=e ¥ A —() w4 07 sk,
(n) gear A TR fafy, () Tea ® o Oy, () &7

“Tramng s the organised procedurs by whick people tearn kn
and jor shalls for a definite Forpose < PRl T e
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Aaf mgava () T T 33w o7 AR § ar el
A, (vi) T & wez, (su) afmre frm Strm, (an) T @
frg marfae are va rmEwm A gfran () asfE At vl kL
Az, () afaznr faam § ws fafa

2 r afasa (Job-Tramng)~31d afrag ¥ weplg T
A g § et @ sfeqn faw aar @ i 1 agh, w0,
T A fra fafa, T @ fafog O RS ey ) wfmfz
gt & afaam AT T A E 1 g s F oafawm w
g9 SEEE THAA A A T gnmardl, AT gar gk T
LA a0 71 7 T 71 AfAam Ay o gem Y safed a1 A
araTz

3 odafs sfapm (Trunng 1o Promonon)—gsaifadl 7t
saf 74, 397 80T A A o omfy 7 el fram R
T FE AF T T ARA e wdl qe g 77 vy gl a1 39
a3l T ANEAT TIATE | PO 90 K 399 91 ¢ sAametf| 7T 9%
afedt A1 afnem 3 AfEd @ arn § iy 2% Wad r
 faiy afa Araar i3 TR A w3 y o L sl v Ry
S ars aftew a1 edah gfam g g0 o ghe ¥ g 79
aifedt #1 ¥ | AW T XA 3arAn 9= 0 gF Fowwar
71 fafag Afedtor agfft & a8 el agmamd §1 9@ T
wiaeg i afnme & ¥ mawrar 8 ey g

4. sRa av gam sfar (Refresher Tranmg)—tar fr
gragl 9t g, fr afmam vr favemy v i svarmoaniTm g
sfram A afedt e § 49, [ A 9 @ fecer ¥
qEA Y | G afadt ) anm-aen 97 fiX @ avs gfimr a1 8
TR A g Al 7 7 3 aiET s 3o wERiRd)
FATFATT Y AR T A9 IAT AT g 9vpd Y aikadqr ¥
TN AN T G0 &) 1 F5 arifar gn ef@daa &, g
fafaar, aaitay, aof afafadt o afrmdt & Freear o & ofesfT
& afedd ¥ wqae wonfa ¥ am 0 anaifie o
fa s31am wfitam aza mazaT E)

afraw & 9 e
(Objects of Frairing)
. fefem o afrﬂﬁm (Tiffin and McCromuct) 7 wifram

I Y Frew ot & oater —
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1 @ O3 =gd w1 fase et (Developing the Knowledge
and Shll)—=F wiram FEFT w0 T FAATCN F AW AT
1 faa1g T ST 8, B FHST ad AE A1 st q7ET 7Y aFer
T T TTAD L

2. gEmH ¥ ogEmr  (Transmtung  Information)—ia
P TN T I T F AT AT GG TIAA] GG AT
ErTT § 1 ST {ATT H ORAT TCAT, WA ¥ I, @, ¥At 71
aat mifx # g aferfas A EL

3 efestw of@dq 5T (Modifying Atntudes)—Fw Sfaaa
TRTET AT SE @ FHAnAT & e ¥ ofad T amr far
SR & A T WTHAT T AT T, Sesfa FC, SAT00
Ty ¥ wie fFE< SWATAT BT ST TAT R €4 ST A
ST & F1TA ST ST AT ] Y

faerg =9 ¥ sfraw swrT § fea vg7 sd@ 897 §—

1 agar ) ifad ox A § aweq & SmarQ 999 ST 1

2 937 IR o Breat 3 AT

3. wavd fa=reara &1 @ SaAr |

4 fafqy FEBTH T GANRAT T SR 4T T q#TA7 X
TUAY AEGT T G T EIE AT 1

5 GEITIET TV DT AT T

6 AWF T FT A T AT

7 fert fawT & gaTed S A9 g2 S |

§ aifzs g wEARaT &7 @ safd T gT O 9 7% OR9
T T T

5 guzaF vl @U 9T AT o7 3O =R & e qfr
ey Tt

10§57 ¥ fyar 1@ SRAEAT 3T 9@ RIF T

11 FrfRdt % w99 B TITT a9 TAE TEAT 1

sifoer @ wgRa
{lmportance of Traning)

AR F afmry 71 wdT aen ¥ g et
of@t ¥ gaaargds &9 O FEET 9T IF9Y §, T6F qEEET
st fear o < 1 wrefew @ e (Watkins and Dodd) ez
9 Y ¥ e ¥ 9erg @ faer & UsPiren seedle P
=T AERATH W & 1 THTEl F1 W ¥, WNAq ¥ 5w woy 741 fem
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& que 7@ & fog sl ayaa At R B gw 20 aar ¥ adaw
ferdi afdfeafadn  sfaas a1 qafad a1 am f e A
arfent 1 KRTET U weaew wAwT § 4 afteng § weed 1Y fow 5
PiFY & g 27 gare fraraar g

1 afuw gsmEwar (Higher Productuny)—sfiwm & 810
Fofeal & and v Qg F gfE 6 § 1 g afmd waw T E
fgFT 41 3 aHar 9% 9zar § | ufar a7 ama 1 afer gg wwa
semzd a7 B oaad @ wA g sfam (Juows) 7 gfa far @
sofar wharl ¥ gd F1 azman ¢, fad Ry gER 71 .0
oa feem gzl g

2 afaa w@ema@ 9 sitg @ifid (Quick Reach to the Accept
sble Performance)—gfrerr ¥ gru T 71 771 7 3faw saw d
frerez 7 fafr foard st @ 0 e Rt TAagd T T T A
& o % Ay 7 sfrmm FganE § 19 T ax /T g

3 9T @wAT R guare (Improvement 10 Porformance)—sfirera
7 3T A7 TRAUMT AN A A FRmr oo a<d ¥ agwar 1@
fredt &, afer q@e Taaifar A1 @ ot adewar & g A W
7t wEvr st 0 e (Beach) ¥ gAart Cafpam wdaral
THEATAT F T F TAW FHATE V'

4 gRaifl & i & fanta (Building Morale of Emplo
yees)—afmrm 71 v weATd sEwr wAAl ¥ wAaa & fwty
oAt & 1 afterT 3 g wsfEy o« amdY gz oy Anfiafs
st #1 farmw fem s arar g

5. RATTINT AFQT T AT (Solving Operating Problems)-
sfwam ¥ g aean A i wfafer 81 gwmatT gummgt 91 swaE
TETATA L AR J Awend wmiear 3 osnanraw, it
quem mfs & wwfg gRY &1 afmw ¥ gen g gl e @
aETa AEAR R 1 TR afafkew, aew ar, v, gfuq v qam A
gl T A 4y 9fnaw & gqro A g

6 wmI A ¥ mammEAr W@ gl (To Fulfill Manpower
Needs)—CF 5641 ¥ 75 STIT ¥ Qrmar, a7 Q7 geRr a1 st
1 wEET 3 8, 93 mArw A e 3 AN 9 Ao weh
SEFRIHT TEAT Y wEwaAR SRl adard gyt w §
A TTWEE N AT wew ¥ PG AHEWE Gvam s g

s 31 qfq & fag afqag g mAET 21
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7. awAter qfeaddl & v awl TE (To Keep Pace with
Technical Changes}—aTgfF 1 a7 wfcad T &1 g FIr A0, A
#vE sfadifes 7 goiv | fewsfafan S v goamga & fafaat & afada
G, TA-AT T1 FT ATACHR §1 T &, WA 37 T 377 § @ §
&Y ferfa W faex w9 8 9 @1 wrgsas wfiray T AEgeEyd
=@ ¥

8 TAWES fratar gF argyiEar (Organtsational Stability
and Fleubilty)—gen ¥ fremr sfirrm =v9eqr 57 Y @1 ¥
Feazat ot Sreimar a4 @AY & | 9 qEAT ¥ & S Al e
T AT &, a1 offan safadr 21 aeFrw # OT Fanr ST a%ar § 0
g1 § wftaxgr M faafe A wr o 3 = 9ER ga sl
FEAQ G841 3 AW A1 9fqd T F wa qw w2 wegfha T3 9%
& W GIQmHEss a€T & @19 T gt g )

9. ¥ fadeant (Reduced Supervision)—fifas sd=nfadr 5
o FerT # AETaT A8 gear § 1 S e, W 59 e
2+ famedt (Flippo) & migame “aviert 8 wfumbas b g as
ara gl &, YA 9% wHAd 7 quis sfoso T fon g o

10 wR=EfEl o @@ (Benefit to Employees)—sfiras urea
T ¥% & afwer 77 o &7 e @1 Al O b @ y s
daar, ar, aaar wvfE ¥ gfs gkt & 1 sy afageres, gaa artne
¥ wedY &, Faawr meoemer vy 12 @ar § 5 99wy ufaw 3,
afirs weal R T, J9ae gt 1

st & faga
{Principles of Traimng)

sfasa & =Hes T anaa ¥ fag skraw ¥ 39 fogrer goa
21 g wifgl 1wt & fafea Fagr) =1 sfawes e g s
fraen ¥ sfuay  fe ayg frer woa fran g —

1 wadww (Motnvation)—freit (Flippo) & wamAT "“Faaft
e F=rt @ afad @ s, s Ws g7 et ag
Y WA UF AW T AT TR a1 A fag afadg B sfirwg 5
saw fag1e AT ST &1 99 a% SR ©1 s ¥ g st
7 fom s g, a7 oF o i e s &9 s 9
& 7 @y, freg Ffem maw & O fefew g3 A=A (Tifin 2nd Me
Cormeh} w1 Y w5 & s am frdt D am 2 gz Hagmafas 7=
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o " QSR w3 AT fr 5w & fag afad e A fom s v
et T w P o afada A & g da A & s AT
QTAFT B AR T ANE T3 ad e s 3 afga

2 sl wfadawt (Progross Report)—sfirera o1 frdta wgeaq@
fagwt a3 TAM > T A aug rT Az @@ e gy, irordwd
fra A ar 8 v R e ) gat ged B, -4 A T wEy
gram A% W TA Tl gy kv f foy i ag afrag
ey T A IAA VgL T A aY s g o A o N
Ay aema i e £ frosan afar Ty N faaar san @
av

3 a1t (Ra 1 cnenn——ag fagry ag amt ¢ fr wiad
T i 77 TP AR @Y Y ¥ oAt o4ar ) e afama ¥
fay qwers frm @ nfed 0 9% gdgf @ Y gfg @ we fod
arr 9% 3fs v afed oy afs sfmere vy of o oy 7w d
A1 3% arrar s Ay foan arar afay ) @ ey & Y edafiay @
for geszr 7 5Ty my @ oy mhafey T o gl ST
fiaeiiy 3

4 A (Prichee)-~fgEed) (Thppo) a1 97 § fr Ysmamrs
sfwam & f1g gog 799 9% gy age wgems 0 goagd adF ¥
sfrer it 3y =133 07 917 foarh ¥ fag sew owEEs g Al
Fufant Sy ggurem § fr frdy f 717 @Y T O Fafe DR AN
Y fafs T mawm A ¥ g e e F v woaTaT 2 WA
afqerr Tags) ¥ mars T o3 99T fagwy Ty aner g

< gmaam oifars fagra (Whole Virsus Part)—sfirag
T13FA §a1C TF 997 70 fagrar a1 oY g1 g0 v Ty eifgl £
wery sfoemr o Y wrd fyar v g mifaT v ¥ fawy wrv g afs
sfsiera TIAw wfar faggd §, O sfwew wfr vy af@ an
afz gfagm TaTn SEr & 4 or @ e i @ v wifgy )

6 mfena famand (Indiidunl Differences)—rg adarwray
ae § fr sfwsafe T wir wme § faw f1ar 21 o7 sfe Ak afs
& <fg, magre, Wigd, WAt wfz ¥ qta = & fa rar 1 g g
fagra ug awmar ¢ 5 weg sfqaw aem ¥ g wafena frvargs
¥ wawr enfiw T 9k e (Dhippo) o1 W & T qaifas

sl e 9g 8, taek g afe Ao o sk w3
A & wArf fear o gy
e
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Sog % Al g frer S Rl o R3 0% § 1 o alifoe
W AT Al ¥ sfoemw & fafim fegrdr o sfowes fen g0 w0
fremrEr § i —

7 wgatw (Co-operation)—sfaway &t W, fagendl 7
TETETANA qAT F ST e ¥ afnrmedl F7 gEd S T8 ST
AT &1 wa a7 fegr ag awar § 5 shrmrdt § @ sfaeg
FRF § AGAN ST wAT wifgd | gw &g sfoerwrd ° gne-em 0
wEf ¥ @ IR 1 ST aafs g ¥ 9 ¥ qeang w5
sifgd aav Sad 4na ST awrfar fefh @1 952w AR

8. whawm & 38w (Objects of Lruntog)—afimerr 7 35
o= wgraqyl foare § fs afwam F st @ ko g § @ a<
oAy wfgx ¢ ST w1 frwic T B T aferg A S geawa §
g g feelt 81 ofe sfmg wdam & @ o So R
A @I E, a1 ThnTm FHEY § wEasara ofi@d T |t s
fed |

"o, st % dard (Abiities of Traince)—fery 8 &
qd afrerandl 37 dvgart A N wm T @A =1 ) §Y wafs e
fafl aEt T www 57 § AT g e T ¥ amn w § ) wane
gfaer FFN ¥ W fagry 71 99T wgws 0 aIfed)

ey STAETm FUTA A A@IAS T
(Essentials of a Good Trainicg Programme)

sl FEFT @ vt % g )k =A@ g fe s
araT @1 iy T 71 feifa 7@ e 2r T @ aiy —

1. F€q1 § sfoaw FFT §9q ©9 § 999 @1 20igd |

afierg s TR O = & frdifon o saafera g wfd o
3 aftery wwiwa i adf sdfar S affes s gy
4 ofrerw FOiET gEA UE T A angfis e m
gfaar 1 @@ # w7 F faia FAr s 1

S5 ST AT e S SR ST aned ¢

¢ ofgeg sE*n # safesm wraETAy 37 ST eATR &oeEr
Euodl

7 sfrea sats AT fgy

8. SRRy T T s@Egiw g amia L

9. sfrew 3mixw am=n A fsw forft A wm R e

fraifa sav iz
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10 gy wvsy ¥ sada ot g ereedt 2Ry ifed 1
A A1 o wlr T faeg qma aPrRy & fogiedt § AT 9T
AT =0T
afnera &t fafuat
(Methods of Traimng)
s TaEIar 41 afma @x 71 7% fafaat gdtr @ arg St
&1 aPrerg 71 79 fafaat freg a7 g —

1 T 9% 9fmaa fafq 4 afrr Pratg fafu
2wz fafi 5 17 afrdT
3w fafa 6 fahm s fafir

g7 et aferes e A wee frav aar §—

1 ¥ o€ Sfem (On the job Truming)~—7rf wX sfa® a7
0 AT & wana afzeEr (Mrunmg within Industry or T W 1
N FFr 24 ag AN afoew 7Y mafir Ageagw qsfr g
femma aar Jew {Spricgel nd lames) ¥ wargam ‘g aaifeE ew
& e @ oo et sfuen fafe g 07w daife & T3
auer frav g fr frft ot 7w © avk @ sfar qT § va A
& Hfter S ATar 8 1 Mwa (Sophocles) ¥ wAar, ¢ sl wfes &
fedl 717 & 7xd gu 9% et wfEy adfe gafe W o @ §
e e o7 WA @, fre s @A 9w swre wEE AT A @@ 9% AW
favara @ @ wwd ) afaaw 9 g7 fafa w Ay wry s> THoRkay 9
I fwera war ¥ g @ w3 A forzes afoend saet
I7F T q¥Ied WAzt gt € aEEr gar § A7 gl auk Fa
{1 7% wherd frvees afenrd 7 s gy R AT A AW g
v v@ AT 7Y ag Frearg 2 star g & 3 qaasg g9 ¥ a1
& @ Y § 97 TR0 41 w9q w7 @ @ fzar @t g afaerw 9
= fafis & faw 33 & fag sfer s fax, wgne (Manuals), 39
fears mifz a1 s frar arar § 4
ara (Advantages)

afaer o 39 fafy & aym feT amg g—

(1) =g fafu woarea gxa 8

(n) 7z fafa yateq fraeadr &1

() sfreradt & wd & see 27 & geava fradt 1

() sty & sfic w1 gewes g Y sw g
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(v) wfrorm 3 fad gfm axmag aa@ & swE@wE T@
T E L

(v3) wo & Sfrae uF AR s g Sl a3t |
gig (Disaayvantages) .

agfy ‘FE TT SRy’ A fafy 51 aaifas s9yw et rar g
freg Ta¥ WY g | <19 §, ¥ e wa E—

() s F1oSE W @ < &gl w geEar ad
W

(v) wfrergrdf &1 sfmeg @ aET @ W& FTRR A
frrer a1 § 1 g8 xr=At ¥ ag fafy werafer fafn &

() %@ fafy & sfowm 37 ¥ whory & fesrd 5 Qo =T
1 5T S §FaT gt

(w) =% freed slawrd sfamy <@ 3 sfrg fafa & afda
TR

() wgw gfas afmwodt @9 o a7 fafy sogs &

age (Switabihty)—sfrany #F @z fafe ad swgw wdr
& &

() =/ aga § et TPl A,

(n) sfrermfn 37 e g9 & W A,

() =4 ¥ Afeaw w7 7@,

(iv) =7 W g afdfrafaat so7 ¥ om wfer €1, mfe

2 wa=m fafe (by Lectures)—v@=m ux di9aife @@ wnfer
Tt & SV OF 948 F AW §1 T € | SAuewal o aal & fqag &
e R Agd wfar o giar § Ak 9 4|t F wred & [ adr
a1 IO 3 A fafy wo@ar
19 {Advantages)

(1) =zd s sfenfa &t v & w9 wioew farar
Fer & 1

(n) sf7 sfougr! sk sme 7 @ g

(u) sfrmmt 1 q@ dafas am oy § sam et
a=ar g

(1v) w97 G3ET A Frarear sl s § sea g1
27 (Disadvantages) .

(1) sfstaTTe T A & w2
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(u) =g fafy & §T7Mor  awar § frm TR A aTAg |

() arrer gaeATal mud AT 73w Q Afar ARy wamr
? glgerariar § aggr ¥ f1are a7 aga 77 q0g g TET R

(w) frrenfant A safy €1 qor aga 7l L0

gagaAr (Sut bility) —sarT fafy a1 9dw ad v il |
331 9T afewEnf TR g whir @ aan sboewm 37T aleT e
gt TN

3 gedad fafy (C n'uene ) —vz whmrm @Y or fafr
T 47 2g S 0T QR T A o FT T Av frg vy aaa
& 1awrT T 3 ary sfremedd ger feTTug A Ay aead
¥ 9TE T T WA QA & 1 T 5T ot frene st o AT §
AR War g1t GPrTmd a7a oo manh & da o &) i
Fwig famdr a1 maA wm st ey & dm g freg e
Arges B qg WA A 0 At wfgg ProgsaTan AY avadr aie §
AT 79 A7 3T o1 97 37 wfar i

(1) sfaemm it 91 =F7 74t <=y &0

() a™vrmedt 71 AT fara Aar g
() afTerr i 71 SrEnfer wpwa o mi @ awar d
(rv) sfrroelt a1 s w7 & frae I AT AT 5AET
fam g1
A (D dv nl ge )

(1) e 7 ags wfaw afaergnaf ane 3 & gra &2

) afeae 1Y <8 &5 w a1 e 3

(w) wdt Ot wETE FAAT 9T qEET T @ § W
AAEAT § 47T Y 3A DAY

IageRtl (Suilabilty) —wrraa axfa afy wfar et @it §
St 9% @ Avaar ug @3 ary eafwdr g1 gfaerd dar @ aar 9T
aaferlt Y oviaT & fase fana fra s ans faow 3 grgm A gy
AT T &Y

4 gt Paig faf (Roleplymg  Mothod)—afera
#rag fafr aga @ mmafir wlt SRR g fafr & Rt
W\ oA AW o A T @ falg T W owaal fem
S & | a7 I WA A T et star § 1 gad AT T8 98 w6
7o s § 18 wafen w o O R wre ww T wd A
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T w & At 7t ¥ gure ¥ fag sfrawrdt v smres e
[EeiEic o

o fafir ¥ sfaerar X4 & faq wfrermed A w@AT qeer
s SR qAE A ST § A wag ¥ g # FT Iaa
e NI fFAr At g1
A (Advantages) .

(1) sfreg & oy fafer sreg aradig gegedt & Frada & dvem
EE gl

(n) =% g T 1 AT O Fvagier A 9w ¥
SR s g E

i) fafas fFraml & qftgrdl 31 09 o1 Gar o aFan § ¢

{r) wfassmrdt 5 mrew favarg 91 €Y s §1

(v) 7 @t SO T ¥ e { oaEEd s
EisiEA]

(w1) sfreramrdt & gafa #1 aw & mar

(vu) e sftmugedf 1 ser sfasqrdf @ goar fad awdy 1

(v Sfeyerr i STeARAE €9 & 0T I5g gR 76T R |

(1n) e uiam ¥ sfereaa 370 oo g1 oAt 3

(v) wfafe & wqu ¥R W oANT TEARE A= &Y HR
sl sz e Ar d o
dtg (Disadvatages)

(1) ag ggfa @iy 1=l 2 1

(u ) wfrea & swa o =fuw awar §

() o DNFFTEAS § meal T WA w
ggfd #1 § TAEATT AT AT GG, TR T TG 56 gy
ST I

Iugeat (Swmtabiiey ). 7 fafs AT S ot 0 A9 wor
arer enfear & afiag ¥ fag 94w AT IR E 0

5 T 4fEE (Job Rotauon)—z qafy & s=fadt &Y gear
F fafaw foart § e A ¥ Ry qonar s § AT TR weg
= F AR R el mm AR ) @ oA e oedw
FITCat FY SerwrT ¥ gear & woae it fafirg FTl &Y AT 2 g
IF &1 S & ¥ senfell A wr fREw dar g
&% (Advantages)

(1) ofereqedt A qen F oA H T AR A am g o



13
=S
)

n) wear ¥ R RTAET N TE AT A A
w) g fafa agdin g avaT & Aged Y| W
)z fafaa frarny & fatar Tia Iovy & 9T
) gl g e aFrr 4 der i
1) R fafy v g afwwt g 7 afes fgom §1owae
famar g

(vu) 7z dafmT AT F7aT &

() =¥ A 7 A A frarar 31 fare SR &

() 9f7 Tndt & S 9gAE T e WA g )

@ (Dt dvana )

(v} afvag ferfa fafsa som ag@ afer far g

() 7% wPraandt 77 dwaar a1 @fr R0

(ur} o faare § g7 f@am & F07 & o R @A ITAD

Bl

() a3 s gferw adY faar W aAar

(v ) wr T grart o faft 71 sfaa ag e g adfr
AR 39 g2 SFTERmiaEy £1 8 fe art § )

() z= fafy & BT > gk ad e sow & 9 &

(o) == fafy & sfarry wir 3@ @Y 80

o) 3 fafa g @ wefar = 8 iz o A aA
FrEr

(n) = f3fi n afragrdr 71 9ferg § T ang g T
T

6 fadw aew fafs (Speenl Rowdie Mthod)—77 #eard
w5 afrrtad) 3 fa fala aree ovewd srarfoa w0 8 T@ 9
F193% ¥ 71 17 |G ft faan 3 waw w wy sowg vaan § W
o7 gferrdf 98 g § o fasne Rt s &

A Ag (Advantages disadvant us))

w fafa 71 g7 W ag & f5 wad T Ty @wEs wWR AT R
f¥ g #a% az1 Q7 ag § fe % wPrenrdt qza amrnr a of ad 3R
g AT FAAT 2 T U A IR L)

wfgw weasa @t fagn-aeg
(Subject matter of Traimng Programme)

Fratem ¥ 777w fawd @ v 7O a mlafa N few

fom v & ween % sfwry fearamr ey nd ofdeka oy
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€ ¥ @RS Shma wEHA 3 frag 3=1 ) fakat s
&1 frg, arwran sl TedeTlEn ¥ aforg arewrw w feafafar
Fyo =1 afvafaa femr s —

1 @ & gee i wmaTd (Knowledee about the Institu
tion)—E T T FAwfoN F1 wen ¥ ae ¥ frware § waad
Y Wifd, faed ag wer @ar siAiEg @ qaAy fexfa 91 9% ¥ )
fdl sft ST F1 T yROAW a7 qF qrov T 1 S0, 99 45
SH @ET & G A O sy A8 gl SNl § 1 e F aegem ¥
STET A Tw weAn 1 FrEr, asr ¥ 9IRA, qe F v,
SWEAT & ANs, §EaT a1 gt w feafy, et F gEewor =50 Eifeat
et FF e, st 31 feEfy, Feike sEiar @ e, g5 s
Ay difqat mfy 9 ¥ qee § aatas stalfa #1990 393
ST =T

2 Tl & g & weTd (hoowledge about the Work)—
AT AT AERETY T F 9 @ A0 A A 99 o F qery
JIEST &A@ E ) 57 ug @ 9T § fE S AR 3 A s
o2h, IAT FEI 1 FAET F L0 AT IT 5L T I § A A
wT, S8 fraw Mg W o FTom 93000 39 AR AeRiRdl ¥
a¥g § A T X 9 977 fiam g

3 W amaat agd (Worn hnowledge and Skall)—Frmras
=Tl 3 afawg a7 7 fan @ = 5 35 ¥ svww am o 9
fimm Far ) | eW wE And F 9N R AW 5 S g
FIEAT § THT ) QU TG FC @3 ) &% FAEE F & SAIqEL 7
1 X TR 7 7w OF H1gd 713w F fag freat = 7 mmng ik e
FIT0 ST Y79 F 9T & 9l 9w A AawT a9
FTIT & F A QY FIRAT F A LT T § )

4 grifafadl gz soufsdr ¥ SEEET (hoowledge about
work Procedures and Methods) —7q F13ted =Rl 71 svatag
= reifafad o sladl S A @ and § 19y 9 T
arar g 5 s s fee afe & qu M awr waw o wee &
FAFd 3 WA ER F7 AT G0N

5 Fa1 %1 T ga qifeafas (Senice Condivons and Remu
neration) —afTET &Y w57 FAIMW A A I o7 @ wfoxfas
=iz T AR ¥ +ff frear & grar won e #1F w0 @w, e e
7zfs, Tfgal, sTaEis T, A W, Wi ¥ e A Jar
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g gy | Wy whits @ifeafir frad) mafs—arenfr, afT
qrfirg—a fivyar | qiferfar & O swoer agfa ang 3 s § o
IEaY oY ol aEarYy 2@ A |y |
¢ wdraf, werraafy mifz fan € swerd-—aferg e
ag Y gages gt fr afarfar ¢ oedafy seraafy wifs ¥ Frawe 1
oY whwfely §1 o ofmfEr T T fewr s edmfy 1 fafar
ROt o fograr 1Y awafedt 7yavee a3 gav wifer ) 37 afifeafdr
13 wig g 2 wifgd a8 arow frdy o = Y 1Y qaeawy frar
s awar § g aftfemw vamfray ¢ aamm §© faRy el e
&Y & ARAT 3T =TT |
avma & Ay s1w
| afeery aar g ? g/d 9g @ a4r weea a1 aga g |

What 1s tratmng 7 Diccuss its objects and wmportance
gfiery firem gaR T A ?
What are the types Traunuag ?
3 fafae afver agfiaYy 71 afyer aupr Afaa

Discoss in brief the varwous traring methods
4 Fratem ¥ a1 wwarfey T oafrewg oserm @ fra fey faoara

TR frar A § ? AR amTg |

What topies are usually covered i the tratning progrimme

of new oflice employces

0



sraiaa sagial s gEaia

(Promoting Office Personmel)

«The best policy isin which promotion 1sbased on ability
and sentority, that 1s. on experierce, as well as on academic
abihiey.”” —J. C. Denyer

aw 718 =afts Pl aem & frafe moa wear §, dYag ¥ Aol
ada feaft @@ T A aoe & Fgfn @ W Twr § o e
A RN NI ETIFEIE g wh fafy
Fifumiwa i g N e e wd @ wwmd a6
FET AT & 4 A W LI AL § WA IR AT 1 WA wAs
sk 7 5t ¥ Pl o, fager o osfra el aife)

airaf § gieamy o7 =%
(Defintions and Meamng of Promotion)
wiraft ¥t g OF € fesng § afoafia fva amr @
&1 gty B W o] frafatar B—

g r= W@d (Pizors and Myers) & sgam Yoyl @ o
oF TR *Y sifaw 7=g a 9¢ Y awdy TAY vafy ¥ §, frs¥ afas
ot §, 7w &R, 57 F@ ¥ faw wfas arri
s g1 A fairt =71 % afre T off fieper gn '

fmedt (Flippo) 7 gar & wfiret afearar & 1 v%  wmrpame,
wqdrafy oF w & g T GO aTm R afada 3, Fred wine
q e g WA g

eie gAY, o fe (Scott, Clothie and Sorezel) ¥

1. “Fromofion is the advancercot of an cmployee to o better job—better 1n
terms of greater rosponsibnlitics, more prestige or status, Rreater skill, and
specnally 1ercased rate of pay or salary,™ —Fizors and Myers

2, *Promotion 1nvoliesa chanee from one yobto another that is better in
terms of status and responsibilities ** —E. B Flippo
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s “qdhr frdt TN T ot T 6T e g, WfE
afuw g g T § guar S e feafo sem aar g

975 afedTars & AT ¥ 4 gw 93 TEAIN § 5 wIrafs
ot find 02 ¥ 59 W ax frat eHard 71 wmracy § fawd sfam
ey piart w) sfiw whaw, wfas T, wfar g faf sweew
Bt § @ur ad afamee sfiw afra @ et ol §)

erny (Chincteisie) 985 § s aerai 1 faa faen
T §—

1 sfar et @ (Bettor Yob)—agt wfus o8 79 & wrma
58 4 & 3, fagd 0gB Fw@ a7 AW FF @ I 70 gear 4 T
Auseframd @ an fav ¢ fag oy 2 y¥en afur feear g@
AT 3 AERTAr {1

2 wfurs swwifa (Gioter Responsbinty)—ririfa a1
ity wgeaqu aaw a7 ¢ 5 o7 o3l gt 8, @ 3w advly A
TR A Fuary T afrg @ afiw e oey § e, OF
=fw a7 gaF ¥ aratar qftwr ¥ 97 9wy 9 sl g, Y fafew
& T fer @@ s

3 afus X@a (Hieher Saluy)—adrafa a1 gFitw wgeaq
e ag & {7 gdafa wie a3 § Avmes o w6 afs e g, fry
w=fe & wre-ar fw-afs afam ad § e gos e fan
¢ fe sOisdt ST ag @ ot 3 A gear § 1 wady qadrif
% ara array wiaFr aftfeafaay & 37 gfz o griv &

dafa & g
(Tvprs of Promotion)

afewTardy ¥ wend § o wer &Y 997 ¢, 5 odmfa ¥ afeqm-
ey o7 afs Y F R¥ 518 F ez g a@r g fred ga¥ a2
wfaTe gt arma 3T ¥ W ofz g6 ) g8 9T 93 v wRre
w gfg maig Wyl Y TR R QY A -

1 wwgw @ afm o@ufs (Horzontal Promotion) —te)
Fafs, faay eafs 373w adffraw (Job Chwficiton) qaag 747
TRERT N A e R ek QA e, S awad a7 ifw
wrafr #gd § 1 wWEemd, @ s 37T R afies a8 FeE R

U *Apromoton ntle temsfer of anemplojee to a job that pays more
moncy of that enjoys some preferred status
—8cott, Clotheir and Spricget



267

@refy femr wrar 8, @ a7 @A SEafa FgmAy ) W TRR W
w—iwly B arArRa: wiow o §F swar 8, feeg afaerdy ¥ Rl s
g mar g

2 wra=w At 337 w@Eta (Vertical Promotions)—wrt advafy
T FTI-FOEE & LT g &, @ 97 aray T3ala war Traw &1
IFIETE, TF I3 %) BT FGE a7 {97 94T Ty &
Ty gy ¥ wigmeasy 13 §F A8 a7an § wfew wiystd w8 W
A § 1 I AW A qLaiq F Agw ary g, 93 WIwaw @y Y, ey
TR A A A E

wwafn & 93w
(Obijects of Training)

sdwfadt ¥ 7 s w ) § 1wl 92 vt am A
(Watkans, Dodd, McNaughton and Prasso) ¥ qdiofed) ¥ frwr wiw
ST I qqE §—

1 wawifea i gga afts, Wgw, ug 9T A 9 ifw Fon

2 w=3 g, sfera qar Nraar = e T

3 exfe ¥ Aurw 0@ aferan 2 gae s

4 W3 UT THS T FUMAT T TE1 F ¥ 906y F@0)

5wt F fama w1 wni s $Em L

o S ¥ whafts Wl e sy e shod §—

6 AT 7 wfhw ¥l #3 & fad 4fw woma

7 = wTgrTae (Labour Turn-over) 31 97 T 1

8 THNTNEY U Area-fra &% WGt o 91 R

9 gAY ¥ T, AN T9T AT X A faera
ST

10 sfa Y F "7 wa@ F3@T

11 Ffarf o AueR A FE - A gls T

12 =AY & T WY W K RRAT o

13 wEar ¥ wal & awaie | 5t faefag s

aivafh ¥ swEzaaw vd Aged
{Need ard Importance of Promotion)

odafy T F G I we ¥ N gy wwan o
qifrz v § & wag oy safx St o s @ E W v @
T2 TF. UE TR W CF R W AIE 5w war g, dt ar ey
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@Y T v A ML TR § | AT AL wirder < aforw o
T i g w7V A ady dvan A pwfa 3y g1 Db T e
Teieat @1 gemer €9 & wfasfa fran 0 aTar g edrafs amfa
& frrq wfafcs TR A1 A FEE, faa afayrreer ot 9 ¥
- 3fs QY & | EriE, Sttt A ferwr (Scott, Clothuer,
wnd o el) ¥ oare codmfaat wnad O o §, Te-aeme R
gz =t § e vafie sduifal & fg AaR sem ol @ wF
TATT 7 A vF g & a1 g o oht faqda wnx g3 gIAr
g1 o7 wAT Aear W oAl qET og o aignd §onee ¥
qdrafadt & geed 7Y arafad) ¥ @ a5 fem el & s § e

fran s wwAr g
1 a=feE ) eaia afaday foad) & oy & wfar @a7 @
Teag ¥ W T E

2 w@Afa O Amm iy gy wfe swew § QR odr 4 At
ARER T T 1

3 =il 7 a9t e & wegfe fawd g >

4 g FRIE 1 Tk oF S <A )

s, qdrafd & g1 Ieq Ot qT wEWAl g fagavamra S E
FIYT aAr AT [T |

6wt ¥ sy o & Ay ¥ ufs fa a0

7 ggefwh A wEal W AT T 9% gywe i s
AFTAT Y |

8 st ¥ aget wifew wr fasre TRE &

9 & & wtfrr anfeq a1 g AT # )

10 |eqT ¥ FUAM T SAARMR FAARG w3 T fovg 7Y @
&, fordy sear Y enfaeqar fawlt 81

el & fagra
(Pranaples of Promotio )

@y ¥ g7 fafem bl o1 amw g af@ oy @y
W g Frva fagred) a1 OT e e — /

1 gsa et ¥ gt @ ot wgt 9% qeag & ot R ¥
ey 7 =l g & A

2 ae oF afesar S A @ a9 o 3 owfar

3 afafa Toorm A @ r e el g gy 9 v -
afa ol fear B mfed 1

o~
I
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4. givaft A g ) Fre v 2 aem g, frg el
T 7 RAAR AEOH €9 T 9% AFIT A1 § S i

5, et wSirat afem e | o sl Sifg sw AT
FRAY AOX T G2 GT AT FA AL FA AT A0GT E, AT AT
3% T A S AT |

6 il ¥ Mg o= &1 39% AT il & asd W g
73w iz

7. @wS & My geret & st s 1 e aid

8. mEET & frotT ey frgy sl e o & waen s
arfey, 7 v oot uw 1d 1 ww ¥ s

9 AT @ §1 590 ¥ O ¥ IR TEFT FAL TR

10. @refa & v i afz sdaiat 3 g9 e (Clams)
A 37 9 920 faate 3w wgA

11 s 3y et W san @ fagvw wacr &9 T
sufgh, afE <Ay azdi s g AT A s 3

12 FANfET A wWaft F37 a9 FHTd 97 fram g @
P fafama 5 e wfed

e Aifg § & e aedt o
(Contents of Promotion Policy)
g O o= w@wis i & feafafo e 9 afafe
FAT |fga—
1 wd ¥ emfaw s —fa o o) adrafedr o w
SY 9T @, S99 gen shaa § w3 § ofiwh AR afefar w1
iz 3 wdll T HAT T8 I0T FT QO SR @A s T aqrers
7 ga fafa sfroa & axas wdmfant et § g
2. ot T Rty A § @l 3 marr e
s & FY =i v afe uw & sfes somd v wivafaat v o §
& g8 avm ¥ gy afew st ¥ AfF faaifor scadrafy
3, dram w1 fretg—dafe & MY aEws dewn e
Fratey w< & fer AT sarr A faaeg 7 e w1 AT a1y
4. ertfa wa—admfy N ¥ =rat 3 w9 A A fatay 5
A fyg e
5. Ao weT—EatT ¥ Srray ) wiey 77 ffrar
0w WY gevafy 9 ¥ v it
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& o=l g sRn—asral F7 e afuetd aRn er
f57 15T 79 ©T7 §7 € I O |1
7. el v el 1 gE—a= sdwfE Afaw T3 N
a2 fFodmfy ¥ waRd § gwfan afen Y gEad
T T g AN g sy et mfs § aee kqa fraww
baiiedl
§ wrafa sfreq—arify & gug 95mg 91 wITITAT T
A @ Y w At wfrn
9 &refr arE—aET YN u g ft |mee T ¥ fegr Anfe
BTt s memigmadi i = e E A
TTTE=? F AT
10 =3 IA—NAWT NMa ¥ s 75 et 1 ghiwfa o ar
EGT ¥ WA ATEY FY E6T T 7 SRE @ v Ay
wrafa & sare
(Basis of Fromotion)
AT T vy AR § 1 fee Tt () aficmt s an
() IR T AT T AR ST
sltwat sa
(Scronty Basis)
sfeer FnT AFT A% sEfw i oTE o
g e sEEr & §TeT R e wreE ae ) wTer w AT s
197 IR 3T mﬁmﬁﬂilﬁ“f:w{wnﬂm?@
TSTERT T7a Tt FHSIR &z ¢ {5 sfos oy 51 ol
TR HEET T Y T ¥ ek ftew s momow
g
TR ® A et W e o fos 23 TR E el
TR G TN A gw i T AT T SR TR e
ot g safe Y a5 wfys F3r 1 =y A E e¥wd quw v 0z
Ry fFrsmi ) oA St s el 7Ty T
AT WEET YR o fw wm O war Rt
g
W (\dvartaces)—zfo @zax (Finsr) ¥ swar, ¢ 3 wwifea
gtk wafe a gt aﬁs?ﬂwqw#c‘tﬁbmﬁ W
g ?t fagfe, Rl d ffom ® faq'a‘mf‘:(:%mﬁm
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Aot g1 aAT ¥, Al e v adafy 79§ o
s E—

(1) s & fag fafiee < @ §

(n) I 7T RT TG FAL

(u) TS AR T I IR

() =% Wt awaedn 37 frai 2 T R0

() =it A 8 S FR W § RIS &)

() =vafrs Tl adt e gt

(vu} =e=fedt 2 wéraf 21 qear T wd §

() 77 =TT =79 MadT (Labour Turn-orer) sTATTA

(1<) =g =t el odmfs TOE & g AR g

(x) 7z s afe fRdw 3

(1) AW T TqT AZA AT & 1

(xn) g3 =i & 9z gwr =l odvag v Frar o s7m
forerdy 3 stew wnfoma T 3T A g g

QAT (D1 advantage)—frwre (Phiffner) & nargam Hait=li @
TR Fa= af st &1 g @ st g, &) ofanm ag @t 5 32
9% sy et we sl § WO A E eNafl at e
Az & st W) AP e @ S, (R g aHa ¥
wfi, g, Wi fniaat o b dedn @ G g gon
it ¥, aftest e w7 wrafy 73 s A fegan g

(+)armEr aw afvsar R0 oF o S99 g, 4¢ HEES
LTS

(1) |f| N "6 Frdawa § gos TR @ Twr A8
(za"r%:

(w} &ear i gua =R A wrwis A eTI

(n) srsTdgmmsiad s iafwan

(1) %l B 9T 970 =W WA T=ATE |

(v1) =g MR ATAG BV FAEAT T5TT NOT FQIG L

(vu) 7g s wafar § ghefrn A T S g
E g

e (Glatden) & 7@ wTaR A ardam A<y guEw &, e
TR fAT T ATl T A §

(1) =&% T=ain ag wm faar siar o oF Q) & sl agw
ARl T R &
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(n} 77 TR ag " @A ¢ fr afcar g AT THIRY
41 539 5% 57 §51 T FTHIAT LN D

() afvezar 71 faera ag wmar g, fow ot 71 af1ad 559
9.1 41 7T FET EATE )

(n) T ATT T o7 A 8, fr Ry ar s AT e
qaier A& E 1

W AR1 T 90 41 7R gz 7F7 o7 avy §, fr afrear g
orafr v fag aw_as B ser oY § My a0 e w0
mafT § 1 w7 ST TR & fo gga waeaw § 1 freg w anend
Tz w@ Y T A Aomka sl AR T Ow
fagrs #1 747 ¢ 5 “afy qad gad ada a7 ufyw drg €61 agman
Faifedl 7Y 13 GRAT FY AT &) S age w9 aea g ek
ga afweet § M4 71 71315 v Sfag adr 2

TUIET AT
(Ment Basie)

frar 79 oz ad e s g, framfr g tg e
gt ST W 0 of5T rwpm w araatr awr F1 AT QSR
i At € 179 W T ATAT F JIAT 9T g2t a1 A g, &) @
= TR qETA S awad 8

adrafa N 57 93fs & Te=fvar 7Y el a1 grarra (Ment
ratne) frar s 1 g9 2 fafra ot madifse & 91 ar
g1 =1 et 57 5T F axifr Srgey oy & wh & a9
frar FTET 0

arm (Advantages)

AFIAT F A 4T T T F e ama § —

(1) FEF FaOd qear §owges fryar ATy 2

(v} =" &7 oyl g AR N SR TR AT 99U T 2

() Trmfm S e m o ATy

(1) T2 AT FIF F1 ARTTAT FFET ATA AT AL

g (Dradvantacs)

AT MaF Pgr Newm ogm v NE, Ty
fafo g —

(+) 7o & waicl & v 91 3y ofel 30

(n) xﬁfwmrﬁwm%m’tg |

(m)  wey & weafar om wrota Ay L
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() qmﬁmmmr—gﬁrzl

®) q’mam‘ta:rgmmqﬁmmgu

(1) qevaf 9 w15 MRS T /AL
(vu)ﬁarfﬁﬂﬂwrﬁﬁ'mmﬂaﬂél

afcesat g Avaa
(Semority ¥ 8 Ment)

eraf & S AT W AATA FAF aw’ 57 Anear ag & fr
gfeesar § AT 9 g frair =1 W@ AT Aradt F AR 9T AT 7Y
1m$imﬂzqmwﬁaﬁi,f$armﬁwa‘mﬁﬁmw
s afe, Safs sErET s g agFAE 5 afeesar 51
ot FT PR AT TE AW sraraT iy SAE AR E fHUw
AT faEy O a8 arw q% & foar g, 3% 33 fim g A
nfmﬁﬂm@mf‘ai,fﬂ%mﬁmﬁa o 7 e Jarafa
et e T & | TR S WA g fr aivafs w afwer ¥ A
mtﬁmﬁﬁ@mu‘t%’rsﬁwﬁwmﬂaﬂ

frmdy (Ehppo) &1 gaa g fFag fag 7d f5 afwsar o
Wﬂwaua{rmmla&mﬂammpﬁam
3 afcest Ty W W1 Arard A airafa g3 W frar &1 9=
maﬁs"m%ﬁmm\ﬂmﬁwz},ﬁﬂm%mw@
myatr F et =iy

AqUE T A A F AT E afcezAr e qeaAT 4
A f Rl F1 AT A SAE T 1w s &T FEErd ae
aﬁmr%mﬁ,ﬂmqﬁi?a\wﬂﬁmﬁwﬁﬁﬁm@ﬁa
W1 afz a7 FATG g AT ¥ 99T 1 A1 AT R et
o1 T ST gE g | fod wa am# (Pieors and Myre ) =
Wmﬁﬂh&{au‘mﬁrﬁaﬁm% afas T T Ay 1
ﬂﬁmhhm{ﬁimﬁwﬁ:ﬁﬁﬁﬁmmmf@,m
fir 2 cafERt & dEal T 9T & FTEE A FTAARAER TR
gan g 1

frerd T & agy an avn & 5 wdrta w feedl o s AT
AR T FIF W T T Hged §, £ smaerramar
SYFT T iR =



wa & fag we

| Rkt X w0 T € 7 SAE qEemear qat g @ H aud
#ifad
Wht 1s Promotion 7 Describe its need and objects,

2. offa & fafwa omard 1 qEAnEs A aaed
Discuss the comparatne mmportance of ditferent bass of
Promotion,

3 OF @O adR 1 A W A fRlan S g
What are the charactenstics of a  successful promotion
plin ?



FEiE S99 SwEs
{Office Salary Administration)

“That man istruly free who desires what he is oble 1o
perform, and does what ke desires.” —Roussean

Tl TR YA W FAn ¥ e w7 v g, e
o R T & 3, fmd wnfea et AR FE F@rdome
seT s1fe =1 Ifay wifeafas Gy Tmt oEEs SR § 1 OF gear
i gt ¥ % g A w7 €, agh 5w & 299 ¥ 9gy W A
TATHT FRAE &1 G5 9% ug st duw gaw fraifa son
qedlt &, o7 afamfas @ P Skwfgg T ¥ MY S daw
X Taeat FA TEAY § | | wfAiww, 397 § 9= 9 5% @
ot maier s AW & A ey § ff gow 999 e Y greeTsar
s

sted J5a T Al S IE @
{Factors Affecting Office Salaries)

s & amt & fAg Y s as 333 Nwi 2T wnfs
=Y E 1 A ¥ $3F A9 39 WhK §—

1. w=fea 397 aX (Prevaihing Salares) —Fratwa s14f & fag
2 Y T35 Iq9 &7 WAGF w7 & garfay £ 797 @77 wafaw Saq
2T | FET (Blecher) ¥ =t &, “awadn: gat S § ommoand &
fag fag sy AW 367 @ ANEQ F1 e Her § 3w frotaw ®
qaifay SOl a &\ magR X s e s g i s
o1 Tg4 T AT ugeT fewr Arwr g0 ag WA, iy weree §
fafirm Aot T wpatedt 3 wdmfadt @ a7 fenfm Qarary
foreg T T AN G T I9T @NT AT 8 qwaw g

aaw fasifa ¥ avg gufag §a@ a< = awr ﬁma’aﬁ
REeaqy & 1 @ik quldg d97 WA =W § w@w g9 &m?ﬁﬂ
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fiport STRT 2, At gear 4 e TAArd Ay oY wO T Al ¥ 1 afk
iy gean g 6 R 2,6 @ @ U aF Tl F AR W
Tfaq qaq @3 A S ¥ T aa @ freia 3T 9
3 quimfal @t wivoa o (Supply and Demind)—3aq
faqteay 3 Fwariv 9Y W @@ Qi 77 R wara czar 31 afg i
a1 fedt fafme sy ar ¢ ok 9% 7 F Prg fafier @A ars
<afep ¥Y mravaar  qar 3 T T forg dva eafes g @ difi wrn
7 & dt ol THMIE 7A@ Aga @ AHAE v 999 | o fariya
At fifiat a1 3aa 79 T A T, vt ofr af fafar s
¥ wrerd § ATE §)
3 s F g aaar (Cpavity to Pry)—iaa Fir 77 9ft
F WA 9T AV AEAT AW GRA AT AAT AT QA AN FT AT KN
qear Y 397 AE W ¥ awar € g3 @ fanfa e g e
wenat w nfgeret 0 D & av wer frt wAre ¥ amaty weg ¥ §
oY ag we4T ags TN A< U N §A7 3 0T, gafr gady gear Tk
Arald a4 2Y, 3q7 FN TR Y YA T ¥ agad A AT Ien
Y YR uadr s Fa 41 Aggary €1 & wmfag Hd §
4w e % 2@ (Sdary i other Doputments)~Tratad
wFafat 7% dqT g frat o genr § wer Tt i ad g by
T aq ot wwfaa ar &) wa goataT gty g7 a9 fraifa
%Y ger A faweltF aRwifedt T 3qw 4t N ena & @
feg )
5 W fraig e (Cost f Living)—dqq fuifa 730 %
e fraly s At ff amE e &) sdv A av qan da
waet framt fgu arfs oz #9% & o A afcarT 71 weg e mar
¥ wtaTy afe F0 T 0 aa o A o f, ot aHary A
FTHTARTT 4T AR FA 44 § 1w 737 fauifea o< g g qof
Y A et T ey ag ax i aa wbwfa) % fav faaiko

-

w faird = v W g g aftfn swar fa7 we fyaga @ A

AR gy

6 <rg fras aar At (Government Rutes and Policies)~
Al & at Faaten & Tadts fad A T dr oy wademr
FOA gl | A § AR A’y afaferr g g, fomey e &
wre rimiu | dan fauifa von wfng g6t are ook A
ANfady 70 ot quler <avg Fr WL AR Y Dy awmerr @
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R graan 7 Y, TR A B wH A0 Fw fAaif@ F@
T I ATQT F1 W R AT iz

7 i Tt wgf (Nature of the work)—% 1 q5fa 4t 374 91
swifaT TV | aTE G5 Al & ae . wtte
AT FE T A FAOGT ¥ w7 daw rerar §1 Sxgoend, OF
FregeT Afitet @ FR AT & wfiws o7 et 1 w1 Faw
frateer § g gor q€ 4 ea A Tz

§ ww @uy 71 377 {Infuence of Trade Unons)—= 79 )
Fow ® 379 979 §, Cov foe® gaamg B pwr & 9w gy faay wfre
afsAarE 21 €, da7 Saar @ oios far srar &t

2 9F g faforw avdl w1 dqw v o R E 0 oww T
da fmifeg 3@ a97 W # @w T =g

Fem Raife s o sw TR f S
(Factors to be Considered while determining Salaries)

Peey
S saw ¥ frgra
{Principles of Salary Admini~tration}

st ¥ fafey vl % fan 399 woar favifa 5@ s
freafalas fagtl =71 TeT ST Sifgy —

1. s T & fal oo 9 o a3 a9y v
i & e ad & g serwen Faw ogaen faifa s
ey | T T i worr o e @ amr

2 ofas I —FRt s x5 e 7w § 39 997 a7 99
@ wifed, ok staledr Staem & sutan & F 7Y fag
mrrfay fem a1 9% a7 9 W oI &3 g9 aF 39 Wy T e
fomar T FE

3. Famdi—¥ria & edfa 9 99 gEe Faifeg a @
g =gy 1 AV sal s e it 3 aef ¥ st
=t at qafa JaT e @ wfdy, forg wem w4 gl gt
anfga t

4 N w Y T W Y ol @ whi—smhm
mﬁ@mmﬁvmmmwmﬁﬂmﬁmmﬁq
ﬁsmﬁmq—%vaﬁﬁﬂhqam%{wrwmfwmaxmﬁ—
sy ssfal R e ad wmw swar § fed whEo Y
wite=T 11 v Jaw fwar
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5 AWAT—-ATT IATWE TR T AW Ny q|rAr
@y pav A (w7 Al o T e
T 6 sfamat geard & w0 dr—rw Bl Tvr ama oo
qtar Y osavt g sATcwf 1 T4 w1 e ufbg fromearr
ridatfra ar sfuq (emnr casifrar g aba ga Roar o
#3177 ARIAT W PUTI AAACT ITT 1T AT
7 TmIyTn A w9 afer gan At wTea —afr ard
Y T T S AT AE T omer vee f oy e
afat W@ armrEw Noora goma
% T rm @ (WA w779 I 34T Mg HM
rrfmanrare e f v v AT f g s var e
el g T W n Y dvare e s raen oafr
> oavm 3a gaAm oY fefer e Y ol 1 frany ey
nAM T g frar Aty
10 wrar & mfar g g 310 tawd qea 4 Nfaar o
amAmrtAwararYaf 2 1t 1Al g Y mmr T ar
TIT I TRy ¢
I sEN A grEmra— 1 T gen 718 T i
HAf Ty ar A
Frain 417 qgfam
(Office Sabary Plips)
AT prre bty i rarr Ay e
Urat 37 ufa
I s@wy 717 a1
1 wax aaw ygfa
(Strupht Salary Tlan)
mfeafir 3 1T g o w0 d ) oo el
w AT FANA S At aew or e ot iy
N g @aAd var 0 g ar 10w TN
ffarafra afed 173 of. ar "7 frt e ® g 9fz A
7 et & TymA A At i afenfrr @0 mbrfor 2 en
oftaand o e A w3 110 o 2 af g1 e
w1l 4 fTY nrg 500 T & YT F Tur At w17 300 04 1w
TS N3y srfeEfrr T S vy b & frnivy
THT W AT N AT @3 el v Aty mew )



~
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T (Adsantagtes)

S ¥ wafy & mifefus v gram aTr A v A AT E 7
fr s E —

() TRaltaauar % R

1 oo R amn—aifosfas gme & g9 ogf o 7|\ 131
@ 93 & FF ag qafa @ g 3 99 ezit @ orfeafs &1 aow
seAt WAaT &9 & AT € 1

2 fREAmA—TAT ¥ A@E §W F FTCW GE A §1 FHF
g amT g #t 3 & 5l gve & wgm @ (Caleulaung
Aachine) ¥ a7 fafalln 77 &7 e mar 934¥ § | €9 ¥%< 95 fafq
forqeqd) WY ST E 1

3 gmw 1 ww @y ofo = agem —ow Rfy g age
geram gz § fo asar gy ¥ A ag wevAr § wEe qar e g
f5 o w277 et i 71 wANITEl Y YRR S 93Ar 0
SF FTateT s awz (Office expens= budeet) TAHT g8 §37 &
FErE

4. wamifedt w framd @ wfas frxm —37 319 & wrae 9
mfeafaT 1 AR fFa s g, @ FREE 9mE s
et ox afuw fraaw el s a9y § @@ TR § sfta g
X 5 Fear I w g
@) s¥=fd § e

1. Tl m—er fuf & sifeafas s 3 & sgafody 5
mId qT e gy grar d v sy feer eand W s @Y @ g
ar Tatg ¥ Fd A M ¥ gAr ad, IO AT qT 30 wAE A
qEar gt

2 wfrr &t feart  gfe—g 5 swafal &t dar o
fafema ofit ox Gl am0 ¥ gz ot e &0 o o wfysy
T IR S T IR ¥ AR ansr 6w o e W@

3 @@ W 3z~ 397 1 6w faferd spAar (Pay scale)
&I E 1 79 wMTET ST S W oF Bl qafr § O o
Fe I AR ST gz TRy N b A Y wAmEa
iy

4 7 skl *X s mfcsfat—aw fafe % Sas frey 3
FT T R R R IR w6 awar sy w7940 3,
NPT R
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mﬁ%zﬁzﬁm?‘a\raﬁrmmxzﬁwz I a7 §E T
fixdr wfca FaT &, W Ag T Hraar gt

stea (Knon) ¥ mgare R AT T B A
mma@wqﬁzfﬁﬁﬁ’iu‘rw%x 2

TR (Ny~trom) FT £1 % ofengy A1 AEA X qfewrar &
fqaa‘r—:gm’?z“t%nq—qm:@z‘aga o T A AN T WS
equz s fm § | o ARAT T IEAr AT YT ST AT ag FA
T i 3, WY AT A e v Faneft faardy &¥ HTT AIFT TAT
7 afdfog FLIAZL 3

g am wer (Hass and Ernest) & SRR ¢ A7 1591 FET
g anm & @ &1 Wi 3 gAaT 07 A0 % g d @ SEATHE a9
Sawdy WFR OF feet wyae i E 7T A IFAWA
skt a0 F AT RN 4

At 57 ¥ Pt wfas e geaE . e (Herbert N
Casson) ¥ FHAT *TAHTET qrewfes f ¥ faa g afsii =
FEFAT, FF FATTA qarfsT S M FAYY 7

@i (Gref) ¥ #FFL «frFaTAT F5TF W, AL IR ATAIET 7
qat TR I FW £ amafas TT g S0 TEEH 3ITH T A
aRETrT T FETGH g T FRTE ) °

= (Couch) ¥ TAR gy e ag faam & Fead gearfas
e

| The act of Salesmanship cogsists of one haman mind \nfluencing ancther
pumen mund A salesman alsosell has pownt of view to his prospectne
customer and leads bis mind to the point where be wall accept the sales-

tan s theory-"" —Henry Ford
). Salesmanship 15 the abihity to change human need 1ato human want
-J.8 knaz

3 wSalesmanship 15 the shill or art of presentation of goods so as to conve t
pautral or even negative attitudes towards them 10to positine wants or
demands ** —Paul H Nystron

1 Salesmanship 1s the ability to iterpret product and service features m
tams of Lemchits and advantages to the buyer and to persuade and 1o
motnate hum to buy the nght Lind, quality of product or service ™

—Kenneth B. Hass & Joha W Ernest

5. “Salesmamhupis theart of and 1nfl
atber people for mutual benefit.” —Herbert N Casacn

2. Salesmanship s sincere oral persuation and a genuine nterest 1 serving
others, barnessed toprovide customers with the best solutions o thar
buying problems,” —Bdwin Chatles Grief
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wrf e &t ) feaf ¥ geeasr Ay s A W Afew faey
AT AT, A I QRO T FATET AT

7 ST TR g KA R T e gz
S} 7Y FIE AT A A O §, 9 v g afew fmasar
1 3. Sfaeny #T wffes fadta sto o Fwiar $ I3MT azar § |

§ dmgm—arieafes gram A a3 Wi SRR E
qideafREl & SR @41 FAEmaET & AgAR qfadd asag T8
& §

9 suaikadl & gEdn ¥ afg—s=w afeafis 93l 71 o 2w
Tg ® ¢, e ¥ oiafdl § woda ¥ ogfs & &1 o wdmfan
T G A AT ¥ oaeg afeafaw faw oo e a g,
IR TR T GIEEL T AW gL

(@) o=l 7 efke & &9

1 efdct @ onam—m fafr & o R ¥ pmoa
qEIE FAAME@ H TET qAR qa7 frwar §1 <@ sfagrerey
Taaifr @ 7fes w1 T 87 G Al W T g (9 0 o
@ «q & B sfafw od ¥ o whfes w9 & i 1 o 3
T T FW 8, Raar s S A gar g

2. TEE W XA —AREA T TN T ST w0l o ofy
U af T § i T A TR L A s A am i ww mey
4 o< =fw a3 §1

3 AW @® Fw AT W W —nforfr 11 g5
qafa & Al €1 ofir & oy Y o Tgeand A9 8, oo aafy
&7 SR T qTCRET ¥ 1L S A A ) 0T oy agfy i
frratdl 1 AR & aev ¥ At e 499 0 9% 9w g, fary
FA% STad W< & FEe s e § 1

4 aawqemmmwmzrm—aﬁﬁmﬂmﬁmw
§F TIA T2, §1 205 IR 0 T & T 37 wx ad
SR A ) TG A gfE FE A @ T o o
st @ Td § wfor ofw T @l i

WAR T NG A0 & a1ey § afesfor 2 m frfg ey
Fi U ReaVST AET SPT g o



v
o
by

11, sz 367 95|
(Incentsve Salary Plan}

grarRe B agf W guaw A ag e @, e e
Frfell A e FdgEar oA FEETAT 2 & fag e
feararar 2 | T agfd & wAETC S adeErd, fRaan wfey w wr
2, 9 31 & wfieg siteaf o faan swr 81 ety oF T s
¥ wfas ma T 41 wdary N o fafen dow F aRife :(rﬁ'r
T A IR 0 TR R am w0 w1 siwm ww Fawad 9T
alaifas o TETr gt g, (6 AWerw gaa wzft malag
riefelt o1 Faw wEw T A aga & 47 SR AT SARY ) AR
wifitr Wawwz goifemna s@foer (Natonal Office Management
\sso taton U'S A) gt f53 3w, ux srpaa & ag am gar 8, fr 99
geavdl & At ¥ ¥ 10 Tt § Ay fwmnr d39 qafa weard
TR
AT (Advantages)

STEAT et 3 freriie aqm @ra §
(7) Rl & efaw & -

1wl & ad w1 goREN-—gEd AN 7% gad awd &
A aifeafks foar o § 1 AG IAE AT TV AAT AR O &
57ATR 3 TR 4 w7 W arfeafre o s g, o e A
STATTI g1 FEY § 1

2. faeaw 9 o0 ata— 9afa ¥ eifcafss a3 yoars 70
A1 % AT ary 98 e §, 7 wawtey 9 fng o awa 8l
i &\ T eqg afawfor wd Aol o § i oo wfas
i T3y 93 mfaw gifeafs o e 3 g e anmPa v
fRaaem 3% aaEm g fraEy g1

3 wpaw TRafen  pft adi—ea dan fafe w e o
T OF @A gws AR 1 Al ® g g o g sk
Frafers 7 BT Y § ey dwurns dqw el w1 oazwagfy
A9 TAANCEH 31 afax qar Agae FA=0E F1 79 Nfoafar fyaar
%4 %, TR N AT FATD W g af s oy

4, Tialen ¥ gfd ) gearEa TR—3 5 T e 1) gnk
TR W IR A e 30 0 weR STate 8 g Ay arasrd
TARAETE

5 NI W G w0 AR—TTmAT agft ¥ arferfus v
T FIHF A O AVE T 4 7 G T A Y o
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o7 il gt wid §F P mR § aTsTAd g W, T
RCIeT® a7 9T F HW QL ST OGS 4

6 wmiagr w1 weg wHaten §1 ofw—aferis gm0
=g ozt 1 uF gwra 18 W@ qwar , {7 awiaw ¥ o<y a gae
ST W A § 1 ZO%T ARy ee § e o & osgan it
wrfae fiear § 1

7 fromom—zg @i ¥ sy ¥ wewrE W waiem O ow
it 7 At &, FA=fet 9T faraw & mame A ' @ E, 9
=i & WA g7 foOr ST e a9y e ¥ IS it F 2 o
afiewy ;T F1 T TG FN TSl § 1 OROEET §F AN W AT
e g ¥ SN gN SNy § @i wedr a7 fRaemTn s g
st g1

8. mifesfis =W <Y ot A —FwWres 997 T3fy ¥ e
T mifeafas 3% =% fraft & smmem wifa 91, a0 aferfr .
Fzam & 9%, MERATHT TOH 98 TN 21§ @y wfuT o ey
afus aifealas oog FTRTE )

9 ifud sadR—wi=RaT R 9aier wifoafiy fad g o
<08 KO F €Y 97 TG TEeE ST € | SN PN N gAeay &
a7 (Turn over) w2 awat 1
(@) =i B e |

1 sratgerR afRkefas—w g2f ¥ seiqa nfeafr e
g meaa. il T FE 9 W asw v

2. FUd-FRST ¥ G W w@ax—mieAfiee g 57 93 egfy
FATIE #Y ol FTd awaT ¥ G S % ArET a7 dr 3y
T AR T 47 § 15 55 valfy i <5 g sifes et w7 &, v
& ¥ aferfm afes fraar g1 e1% ofaumesst € 78 I
=ifw gl 6 FA A I AR wly T S g e
g

3. AT T AT WA T WIAC—TT A 927 § qifeaias
foeiat &, @ . el 7 wfhE feem & e @ e 2
AL

4 o= sHalell W glan—gaw Tl a1 sgeasr @
TR G T AHTET A w9t §, w60 § wiwifE wnp e
sfusrias afoafes o =2 3w 80
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A (Dieadvantages)

s 93 aufa F wgE A freatar de & aer
forur S AT
(%) s & el &

1 % s e oot —ararT F a2 arfa & G g
& fr 335 Fro s Bafre @ & afeT @ &) A STOTERE 4T
agfagr & e w & gfmrg A g

2 Ao @ T w377 e A & fag
S fabam frg S E T ST QU RTGATHT A AT
N P E 4 v a1 et ma fafer e 1 i
Lt

3 wam ¥aw agfa & waw —3 fr awrrm oo 3rat T g
s faf=A g aw@ T gar 2 zafag fa et & fag ae
faf y sy ¢ % fm gvmrag gA7 ogfr gears art & faa
Tt w ot ff = wr A wa & Ak P T 9a7 ggfs nae
AR A s vy @ AaeTa ® faw FaR ao sgfy 11 a7
Leci g

4w &t # el —armeaT s azfy & gaw 1 agAr 7S
W g7 gzt arlt §  w3f 39 397 9gft 0 cady Ffrmat W
LiGiEA]

5 T IV @A TORE 940 wgft w ufur o 70

« 7faF g7 fom g rfermersy Y ofar a1 7o g e
T AT R AT W T N H T Y AT 1w sy

6 myafeaft amat—FaarY re & wwr W Iz T T T
B § e afas @ T 4 0 1 TR A il g gfeent W
smFm & ayifem A ) e oAear & Frit @ ofrifaew wry
TG
(@) smafiar & zfzstm &

1 X mO—-4TRITT 3 93 #1 TAIe el fadg
71 ¢ fr 79 v 31 Tt ® Bo 7 9 g faafa e 8 g
T FWLAAE FF A0 AT E |

2 Suwew i TR— % aam ¥ afafer st v w
M S AT T A ag@ad 7¥rf & 1 27 917 I fATgT g 3

3 W\aF Tany 9X ¥ WA —FQUEIT 999 98 7 #75 °Y
HTET AT FHwtar 7 N TErT W oafaT wmm A aw g d
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399 g9 97 AfvE 3T AnHIfGT g SIM ST A w1 S
B 31T 3AF wIE oaw ¥ e ¥ 3o N am Al 3y

4, syt go—fm FEl ¥ ama fafise @ € s @
ST Son aEfT an A @ awat § 1w faw st i s fakea
ST GV A4 0, AZ gl AT T A S aFd 1 o famere,
SHTITE ¥ WO € F S ST sl

5. R &t gAY a9 & /S —SRns 397 2fy ¥ Fa9
3T 35§t § & FY ot i v R FE 9H ) afanrere,
e = & Y g1 ST 9T il F gerT o avar

STaens daw vgf & sodfi
(Office of Incentive Salary Plan)
srfaw | AOTRT d99 @y wr s Peafafan
afeferfirdt ¥ g ey §—
1 wa #1d yifaa (Standardised) g1
2. g ol %Y 0 3 fafea fean o awar @
3 9 & ¥ WEgw a1 fw e s g1
4 gt Tmtar ¥ W w@heE
s wgt F194 & &N 21 Al A g awran
6 s OF ITEEEN § Ay egEia TR
7 w3 wod FATCE F AT oW S T g
8 w3 w<g e B gem § agr o ¥ Qww
9 wa THATY TAAAGEF FW ST 747 F4 {Y 1
10 = wnfelt 7 sudawar § g a7 w0
L1 I SR B AAs A7 0gfy ST s gt o
12, 7 STOEa® 399 9gh am T 9 g
13 o 377 T ¥ F1d A AT FoAT 0w W A9 TR G0

svate & fag swq

| FEias FHAfell & 3a@ 3 s s 9 g ar aw
a1

Discuss the factor ¢ffecting salary of office personmel,
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2 FEles Tl 91 §aT TEE T W qgfEl wt aga
fad
Discuss the methods of payment of salaries to the office
personncl

3 ataq adartar @ vt (Rl 3% @39 %9 29 6@ 97
T 7 @A qwREY P
What factors should be considered while determining salaries
for office personnel ?

4 fra qiefeafas & wwlm § fowe yft egfe oaw A s
g ?
Under what circumstanges can mcentive wage system be used
m the office 7



A e W

TaTE-4
(UNIT-4)

faFwA . UF aREnEs Hednn
s awa frrwat £ @
faramain § =R

fagawainl @ gag

fararaisi w1 s
farawain] & afesfis

. Tezasail & wiadon
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faasdl : UF TATRES
fazsiaw@

(Sulesmanship At Introductory Apalysis)

Nothing has raiue wnttl 1t has been demonstrated that 1t
can be sold —Charles H Schwab

b & ufeg famm c@ Hiew (Red Motler) § aT”
i g e & B33 @ e wgi § v (Nothing bappens ull
somebody <ells something) T8 TaT S afr ) AAETT AL AT 1
W@mﬁmmmﬁwm%\famvﬁwmmm
AT 1 awiE faT TA §\ geaa fa & ) v araEifaE Aeil
& A @@ ST g T Ferm 71 fieely cxvaatfae seaT
g s I & &% wbEEe T 1 9T e af
crerien® g # fATT AL UF G A TErE

S AR ¢ R R T g | T FHT FT HATATT
1 e’ (Customer 15 3 king of the market) FFH FTT gram
qegfee 7 @R AT srerfa & s & \ fawt FO T A Anen
o Fraran FEA AGAT AT 01 (v feafa w Feserer &7
gqar fauw wged g | fowa w7 gra T =¥ TEITT AR FY, AT
aepfee N YT eIt WA T OF SRV A F @ oAt
qmr—rmr%,aﬁmﬂmmﬁz, fr77 gz deft &, A asw
3, fafara aat § A F 2 grgfee &1 e § 1 @F feumEey
maiﬁmwwq&@aﬁéménmmfﬁmﬁm@ T
§ T foma & = A At Skt & gt g ak® wa =
g W @ T i Sir & 1 wgfE g w ey R a Rese
(Better Moustr P Theory) 1 Wged T £F T G | WAl g 3w
g @ qTE b me TR e o A e o P
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oot & TR 0F LgAaw FTHa AT FE faan & forg oY Fergaasn
afrgm 2 4

fazaFal F 99 € afeaut
(Meamng and Definttion of Salesmanship)

e W A aET—fETA U A A dmEaA fa=t
7 wraT aEgl o Ao ¥ EiTE J7 OF el ¥ gAt TR AT
ey e @ ¥\ faegm ©w § far feft fafen sfas T (aFa) T ae
TFR A § AT €1 qF 9T X g ST FY FEAEFAT & FA
ez ¥ o fray fafeaq gfee e et Fifera 3 %0 FY A TN
7 v T K TR S A fararr e ot Far g, faat
qrem g farmeTt o fafean of ¥ sod w07 #1 faT 31 31 9%
AwfaF g w fAreEm £ ga QT T 7 GEEAT ALY 01 -
o g R AT XA A A AT a9 T AT AD afer
TRl 91 G0 GAT A A ST TR fAad fr 9vgw 3T e A
AFIITAT FT HAG A T IH IR W g AT 1 o7 it
fys 1 gF MT 3 FFEt A g7 e A wigwn A fawe
AEETIAT T GF TV IAT WA A4 FEAT G O wd e FanAr a1 wmalfer
gt i Ao wEcaT § 0 fagen s g gy ofemmd A 99T
nNamed — ) ‘

fafwm &Y &t (Willum O Ciner) ¥ F7MT fEFTFAT A0
WA FT AT fag R A A e 2

Fw® (Riples) F s faysraros afs § o goet aegiy
FNF 9T THAINGTF w7 #41E v1 ¥ wd F o wern ofedr 10
STA@ @I | 8

AR & sfag Idimaly 3@ @ (Henry Ford) & mgaw

frarar oF amda af@es & ga% aeof afees A pwfaa 55
w wRlifer & 1 frazeal w03 faedt a1 q97 & 1 ofry ag ae Wt

“A Sale  according to a dict onar
y 18 the teansfer of tule d

k;‘,&c:};‘r %r}ahs!cnurde [ia;‘n one person to another for :o:\:-a:\ﬁon!
Kenneth E“mmkan ohan W Ernest Creative Salesmanship Under
2 Salesmanship, 15 an attempt to induce people to buy goads *
s Satesmanst " —Wilhiam G Carter
esmanship 13 the power to persuade plenty of

permanently to putchase your product at a prodt peeple pleas 'mbl?:;:;'l
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m%ﬁﬁmﬁaﬁaﬂlwmﬁ@taz 3 af w4 Aem ¥
farar §fea oAt §, S @ T A=y’

Atgw (Knov) & TIER wfgrrpeT AT TeATAT F1 AT
AT & GfGTTE T W A g 2

rgesrw (Nystrom) g0 & 8 afcamar s A A afowe §
hﬂﬁ—gﬂaﬁif%lq’iﬁm:@aﬁiaﬁ%qn?ﬁﬂ s g afas
equz w< o § | S ATATT T A R T AT A T
st w1l &, S S s 1 Faaft fr=Tar &7 Wi AEAT T
= qfefma FLEZL P

@ w mAeE (Hass and Ernest) & wgaR faaaeAr Esvel
o YA & TES &L aﬁgfamwa’m%:mﬁ ST FH AT
S wd YRR W frer W I WA yary 775 Y IFAM R
steatfea 7 AT "

e 67 F faea afes farg gead @, & (Herbert N
Casson) ¥ FATC “FFTEA qreerfer T ¥ fad gav safmi @
AHEAT, AAFC FAT IR ST SR A FATRL

@i (Guef) § T FEFITAT ATETH W, AEF AATE ¥
qat qEX # HAT F A qreafan =fa g, N wgE A IR AT
HRWH\I%IE?WE?\'WF@ZI ©

Fta (Couch) & TAX g A faw  fooer wmaifas

The act of Salesmanshup consists of one haman mind influenciag another
et mind A salesnan also sell hus powt of view fo his prospective
B er and eads bis musd o the porat whese he will accept the sales
man s theory.”” ~Henry Ford
Galesmanship 1s the abihity to change buman need 1nto huxan want
-J

~

haoox
3 «Salesmanslup 13 the shall or art of presentation of goods soasto conve t
pautral or cvea megatine attitudes towards them 1nto positive wants or
demands ™ —Paul H Nystrom
) Salesmanship 15 the ability toamterpret product and service features 1n
e rof benchits and advantages 10 the buyer and to permade and to

e hivate him to buy the rigbt kind, quality of product of service !
—Kenneth B. Haw & John W Ernest
5 pas theart of
otber people for mutual benefit.””

PP and

—Herbert N Gasson
Salesmanship 18 sincers oral persuation and a genuine inferest in serving
Sthers, harnessed to proside customers wath the best solutions to their
buying problems,” —Rdwin Charles Grief
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arg® & Aftgew A 73 WITAL 47T f5 At g8 A0 WA A it
gefez st R L

2T gigE g3 (Huold Wit wod) ¥ ower W, frraTen
argAl A T FER G FH AT AE TR F o Far g, fAgd F-
fa wRE €3 A1 WMAATAT A 7 AT § 0T QrIEULE AAAATT
g gy i g | ¢

FRA (Hinwen) T 53000 FFFIF0 9 T@ Py Ay
rell P A eI T F et el frat At g S

e § o fawowa ag eaafwng A @ age @ fed 1w
fromwat aenfad ol (Prospect v customens) & #YR ¥ ufe =y
A T O @ q@ Wl F fag fama w2

faTa%at & T8 (Characterstics of Salesmanship)
T gfearal & e ¥ fam wma s aFe @

1 9 uF miwna 3 §—faTawer 1 vaayT oy ag § 6
ag um safeena ar g ) frraest a9f) e @ sqw sufena =0
F@e@ry | mafaag wE WA § X fatqrar € wE s ey
B—(1) eafema frsawa (Per ondd stesmomstipy @ar (1) 3T
fagasar (Sale manship m punt) 1 favg ga fazagen § wag safema
frmear & @ amd & gfza ¥ @ gfaa frrarn ) gw G
Tg & famraar & farawat wer g aafanr sqed A 7w W
FFFAT TFAAC T

2 farazen oF @fs & ww & wm @ =y TR I A SAT
g—aryfas faFasat #1 93 oF 7peIqW 99W 2 1 Frxagar 7Y wEEar
& frrarsl WET A A WeqH A AW ] 5 ag awg ot wAd oA
W Y A 2wk A ATAST § 0 ad) a17 99 g w9 T B
FET AT TGN G FIEAN G

1 Salesmanship s the science of creating 1w tt e mind of
desire that only possession of yeur product will satisfy D D Couch
Vice Presideat, American Radtor and §tsndard Sanitary Corporation

2 Theart of so present ng and offecing that Che t tes the
need for it that a mutually satisfactory sales follons + ¥ <+~ FPrecidte!

—Harold Whate head

3 “Salesmansh p 1s the act of persunding people to accept an idea *

—tlairy L Haneen

your prospect a



92

3 gl wEwsT ¥ oikfoa $13 w1 A a1 Ay
T [ AIE & T AV Lol WM VY g qvag Aw ar § oAy
TN SEFT SR NOT BT § 1 WA T3 T AW T AT FW@OG
qfcgrrersd, SR+ 7g 979 I AAEARAT T A G

4 mgus wrdn wfeew § gat Aeda afeqes T safia
T T §owafE forreen @ gy fEmay wg o 2, e
z¥ U WA wfeasy ¥ get ordis afeer @7 e fraremar 21
frumat ot fymuse & gra fRd) qeg fafa & s ot fare
HIQ HHYT AEE & AfEmes ¥ T & g | fesrwal wmE g frAr
T fadig & wf arg® 0 oD 4% & w0 sty s ¥ S a
gf ag = g3 7oy o & fag Tar &0

5. ug Wil T NEAAET W 09 XA T qIAG WA
FA1 —FFTF § g s T F Ay w0y frmoarw g a
o aerdedlt ¥ frwa | frraat woedy farasen &) wgrrar & 9w 3w
g @ XS gewlvr vl &1 T2 A wvaT 1 ag AR
SEAAT @F AW F AT F AT sTEmr

6 g MW W AwRl W fEna R @ A gy
1 & fFTwar W M o gReren FY iy s A s | wgA
21 e |, wwoes foraat sl e & e Y wesiaYy 7w
¥ grarh 2 99 7R § owlg waEen v, oSy ww v
ITF wRAl WR AT AW FI IAG PN AT A TG G0T FA T
ATHAT W T E G el S BT e g oyl fawa-
el wgEl & wwer ¥ frarwd ff o @ @ 7 s fawa aramm @
T

7 ug fovaswiga ager OA 9t awfaem R oooeR @ A
/AT TR T F—FAFTEAT AT T AT sy st f
Y3 wH I TarA WY, 97 favvsai g wgr M Ry wo fyvw v
JRETT ATH OF WO $AW TR A1 TaT ¥ 1 WA T47 § 705F oR ga7
T AR, W AR T TG E VS g wliwihen wgfe T
A T IEF @Y AT A A wEfE A v frrmmat ww
w3t fae s st s mer IR ) v oY wdw o mer
SR &1 T T A A F TR FAm ew A F fRa ¥ o

8 uzm@&miﬁcﬁs&wqmﬁﬂm\%~afx
farral MigF W faewl § e fgava e ¥ fro @, oy
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srer fol R 1w A e A, afer Ted fandd T aTET
F A a5g w2 AEE q¢ 79 T 4 AU qAF AT STIdY & T41 AT
1§ ArEn a1 g frar w7 oA fAewm @ ag e 7 e
T & 77 g q¥AT AT JATA TIATE |

w-) frre T o faT ¥ 9ng w6 g7 Auen & afifer ar
T T 2 g 1 7 A e AT g —

9 wam F1 wafs @ 7 (Decrewes h gahing tendency)—
AT AEF A AR TG0 AT T ¥4 A47 favaaat g g
e R R g AW A m g arit 21 fe, weg femret oy
£ g qar & m qreg S g7 97 36 79 T A AAT G Arr g
Ty farmen A wEEn 9 ag froE s g ¢ i 3ar gra faar
W A [ S ¢ OAT T AT 07 faraTen & ogug a1 g
377 7L gvfy 2 afes wgr AT FAe o@D fafiee = o & g T 9
FTH A CKAT 2 1 )

10 ‘aigs &I3 & ¥t 3f@ 771 q@w (Follows the sayime

customer 15 alvwavs correct) —a+ Y FrpnT T IWA T WA TH@
a5 farmamt amaT arE Ada A 4 1fE o @ arm AT R 0
g areEt 4 3faA P o aneam 97 g A y v g §ooafk
FITTT A AT 41 R A GAT G AT AT AT FRART
feaft & mamA 91 27 2 W7 AT wA w48 e A 71z% farm
T

11 fararar qar famed & waw dtar § (There s 2 distine
uon between Salusmanship ind Advertiang ) —frrrer a1 fFame
o qater AT frmE g 97 afmEna Ay 2 wafT frre weafeEnd |
SAR G AN AT AT FT AT A A1 T aroemy 2y

faxazean at fasga & sax
(Disunctzon between Salesmanship and Advertising)

o 70 A0 faTa 0 Qe sroar prar 2 st faw aifaa
IV TATHT 4T F

AL T mm\ frvarn fasaa

[t TaE T IT T1T 771 a9t
T Py AEE T AT 47
fart avar &1 mAvg @y

FrT0a 2t wr mrew #

fagar &Y grrmar arn

# 1 wAna fasma fagw
v
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}

EN
-]
=
=
/3_;51

fmmaT @ o1 wwr
& a2 e w ol
TR FETE 0

fataAT war-nar ww

T F AF AW IR
T A afgrr fam

feper gwrR ¥ 0w 439

7T WER W GAR T~ | A G B WA

qarT Agfe ' FA A
qgrmar ¥ E |

EEct i o ol ool
™ AEEFIAR 3w
¥y A @
STRRAT 9 SF ST

LS

frasm ferm g
Trstad IEH A W4T A
= @ & fm oafa
Y & 1

frras T WA weT ¥
SEAT €T ITT A T 3WAT
fasr F1 am AR
w1 awd

foyaset & f@g wY
agw ¥ mifAny amew
o7y T REATE

frgren & faq farrreal
1  =fsia wefefs
T E

Ty ifas it &

TG ¥ foy femr ST 0

faaw Y o) g FH
Tt T IEE TERfET 9T
FET SOAAT X1

frwwa & ansa U owgwn
g myw onfid €@ s
R

g IES wEs &
Il FT FAT AN AT
I fommr & ome
T T Aaed g

fortrad & falr widt urgs
¥ b qeaeq onif
AT AfAE AL

Ty afema i
qAAT T &

ag fateT, qfia @ faa-
AT 1 AT




fazasa & S
(1ypes of Sale manship)
fag7 31 I sTH A wAATT FF AW W AT ST ATAL !
g 5 &Y farrr e femafafe g—
1 sams ofg wdt fasg e (D n d Fib o Silem
\—mrraFar qf A it farr v 99 faaT 70 T wge g P
TATTY AT AT F f1m paar a0 qzar @ afer yar sy w|m N
RUT & AT g faTar SV AIA o0y anfgr weg famia a3 A i g
=T Rl S AT & war a7 frar s g ser aegd agw &

Arf oA fe® fEnTa (S 11 e TmAm ggmsT A gy AT SRt
grfaers N L) @10 A afafts w7 e oueY smaragay

Y GFR ARFAT =1 Ay 8719 71 9d o@Y Rd a9 A I T
rgtafr A wEafefag ¥ a3 et wmr D e
AMF TFAT TAT ¢

2 gaANE faxw gar S oo L) —ATEREE
faxg &1 war f s ¥ frwer ¢ fr g7 a97 390 g farm a0
g w3 fararen S ararw awoar faeng et ARy aETd
TIAM 59T ¥ A7 dvarfer aF wwAr ww farr awr wman 20
FARNT ¥ wAT AN G fAww g 7oy grarfad AT 7 qar
THEr SR g A et wg gaar B A et wwewwar w1 oA
ATEA | I 3 FAA GA1F A w1 Aww wr A mer 7t
us faram il 7 5 a7 @y sawt mamwar gl v R
AT gL

¥t § FAIA AR fWIFNH fraar aqgan qigs F Afeer
8 A T & T AT A wA A g frraedt wh T
T A 7 A FA w7 A s e , f a T &
wArar wafee o AN o7 w7 a faww ey g7 g@ agt
THE T AR W T A A7 77 frrgy TTATEY | geaT
AT T A ¥ fava ¥ o qwr A frrg qar o Eifiug
froramr g1 AT T Rt ¥ fawmwat ey TR FX fEFT 97 &7
ST TG § 1 ABITAT PO ¥ oW axearwr fagw qar ¥ ork i wewET

T

1 Creat e elog noles tahn
ehngite n 1 e n se e
buyerswhodonot e 0 & etle fn ol T ra prod ot el e e
anced andconvn ng le buyer tat e product w il bests t £ 1€
peed B R Canfeld Profs onal Salem n'l p
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3 sfaregt fawa o= (Competitive Salesmansip)—sfasagi
frp7 w47 4T eIl &) et s sfaerl ¥ fas S Lokl
fag Frar WL T awgal & AT & g Wit e &, S
T S Er WEE TR W E 3 st F A F1
ﬁ—ﬁi‘msrm%laraﬁir, mmﬁmqmﬁf‘ﬂﬂm%m
R E PGt Fﬁzﬁ?ﬂ%rm@mzn Fxizam & g, % a4
g3 T g T F 75 AT g AT A, 2 gz’ fAuiar F T &
fyxasal 41 FIARAT fyxgeal F1 GERT PAT G0 24T 1 55T W
g fan e Ay w7 A TS s A freg W ga = A
oA o A TR =T sfafcrT s ara ¥ e R
gt g o WA EL W aer & shiRi B @ T EE
fen & forag frerst s 2 Al A

<srareas UF sfeeagt HAae ¥ At
(Distinction between Creative ard Competitive Salesmarship)

PR IR i rAREE AR & di= aaTy T A e &)

frefafag afaaT W AT fay waT §—

TR e s | b frmr
AT

]

1 afewwa mﬁ?ﬁmqu’}lfﬂmgﬁmﬁﬁm%
fararaT § W AT AT fr7 ¥ fAY T40T FT W
srfmnT ety s | R e R =5
Feq sefimt ©a | fawmwar gTAml 0
| gETEAl §OwET®

» ferrara P Y § 0

2 STt w3 fret A3 v T
- fantr frg1 WAL S H1C

| AT A 9 O 57T ki

| mw fe EE, A |
\m‘mﬁm‘r?l ‘

w1 oux @ &g TR
wxmruwaﬁq‘ma@é}
gom TTICH SH AT
% fag shgel 2A0g,
a7 afFergl e =t
| g frar s

1T T 99 A% W W@ | I ¥ afeE &
e T P ST AT GO FTER
Y i <IN
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4 fagarat
&t

1 grfa

8 wrEd

weATeAT faraa A faT
FT AT AT W WA A
& fan of3 werad T
Ty A ey e
1 qenmd 1 TIAT § AT
57 7g froamt framAr &
f 9ga) T8 IAXY WTA-
wE Y

faraay 41 3T |-
A gener & frraaat
ar gewT @mfrar ¥
farmrat 77 21

= IR AT fagaaT a
ITWA AT AT qGTAT T
fazr & fraw T )

o faar mafar
21 gam Frymem A
drmas aq AT % feafy
T TAtA AT 93 |

=T 9 A faFraar oy
qwed A% qeg ¥ g
Farg

sfergt farmrn 7 777
FHT AT AT AT TSI
gzt a1 frgam
# fir 3ot a9 @ WX
T A g T TFA
&1 ag gem, oAt
arare v fagm Ry
2\ 7z fafia e g
g 777 0 AT A AT
fram gz )

@ FrorT a1 mEn
o AT aAmr adr -
T gerT a WY
TWE

=T AR A faTar 71
JEm W frEee
FEgmT Y EIFINE AT
F fav fran Iwr 21

afrerEf framrrar e
77 Prfvrt Ay & zan
TF T AW, TR WL F
TAIT 9T § |

| o Ay S
s/ g3 AR fara-
Far 7t anife F 10 @
A

ATt s s (Professional Salesmanship)—&+t-g (Can-
field) F wrmc “qaqrirdl frraray ag afafs §, faui G0 wrrmra
Y TG A A0 A T AT ARY § 1 9 wmaemrar @Y s g F
w1 & ok faorfer 21 it § 9% 7y Fron Rarar swar g frose
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srg o GET Sfey §, I 3R A QOGS § QA1 ORA A
ara g i
%swmmz e et FeFrsar ¥ frrveal sdva aen
s AW T WEE 31 T T SRerEdEl § 9 S
¥ AR S99 fSUT F8T § | ORI ARE T IWA AEE A
T F T A kw0 A A W § saw, gh,
g, At A ufay w4 g e e @@ e
A TR A S E 0 RS AR WERT & 8T 5F fAar ¥
affrg TR 31 @ KR &Y fofawr ¥ A w0 @ foeesin
ey Faw g femcakm ©1 ae owon wsar §1 oy
TR wgheew weow Fewnad darg, Twed s S
TR Y
famaza o1 sgai o faa
{Origin ard Development of Sulesmanship}

frpaeat b AR @7 frrmow Rt wagd
FfeT &, aX] 3% T T A1 wenw fen v v 4 ferarm
% srpefr o fem 9 o i S oy 2

1. wrE i ¥ SgEiT (Ancicnt Ongin)—afrgre w0 am o
argt § Fe Fra-amm o1 wgRid 770 & T 199 3 g5 997 91 ) fafim
G F e R RN S GRE AT ¥ TR S < 4y
erudr (Traders), @i &< W5 (Explorers or Pioneers), fasgarh
(World trasetlers), Tarfe-zeaifz ¢ efgmeTdl & AR AR
(Marco poto), swaw (Columbus) ¥ww (Mogellan), 3% wrfag
=@ (Sir Frances Darke) wift fafm o s el 5, ha sy ¢
fefs sfm 258 N AT ffre ol am )@
fafor axfiodt f oAt T80 & e @ Rl ofy ¥ fag
fafrs megfodt & fem @ aq@ar € q-gaR ¥ foormaT, S fs s
¥ el v €0

2 awilF1 sl (Ongn of Markets)—um & fwm &
st s 5a-fern oy Bfvag (Barter) & ovare 97 1w v ) iy

L “Professional salesmuostup maybe defined as & process of aaalysing a
tuyer’s need far a product or service, recommending the pr duct of scrvor
that best satesfies the pecd and persuadiog the buyer that the price 16 fp g
the source af supnly 13 satrifactory, and bow 15 the tise 1 by * B R
Gaalicld : Professional Salcsmanship,

3 1. S, Daver, Salesmanstup and Publicty, p.p. 1-9
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o frpTwaidl @7 99 99 ¥ W9 ¥ T30 B 930 95% 9110 3
frpamaisl & g o 31 waw, ¥ Al F g AE@on ¥
HAAT JI T P w0 T A4 FpArr en AW & vy 5% 30 oAl
T TR & afas, ww o ora it ad o sy R e
T faEy war g fawen gur ) o frrweat 1 frra wd g
frrrpar v fastear ) & Ay &Y wEmasar frrrae s SgA
2w w7 faen w9 W)

4 gmd@ & wgaie (Emergence of Shops)—ardama ¥
HAST S0 BT fANY Wi AW gR & ol & faU 3% arard v
Frd @AY year 91 | AT AR B OO AT AV 31 AT 47 0 AT A
T FC AT FrEEEA-gE v fran w13 1) gy awa § ada §im
& wra-arg wern & fame g s Y arrme T ey o) sfe
=T, aerit ¥ whmivaar a o gt ow e i yedw
aEgRy FY e wew X ol & femrd wp ¥ 9wt e g
I NTAA R

= FEAL 0T I e gE-vmA N WA mn swr o wow
gEHET F Grfvey A gE FT 9T ) T gRAT T wfers ek gt
A T AT A R S R | R A T WA R A W
o fonl #0791 o gamardd &1 9 {1 IF SUdAi 1 YRS FO
o, AF —eory, FE, 7w, s, feriarn s & ghATe
s Y et N W I ¥ snregH, AT w1 OF, A7 Oy
=R Al zar s=gEe @ get Yy T gwr §2 R G S o
“73am@ ¥ firprwel @ e O Y9y g7 @@ O sandy g avy
T Taedt faxreAT W I EN I W W BEw eat R
TR T T 9N YT W ) ¥ 9egE M e BT Rar
S A TA T AT W (CEISAT F F=T A O A {AEITAT A9
FH T AFTR

5. wnfin gut 51 79ra (Iofuence of Merchan' Guiids)-—
SENFHAR G T M 5 9 ;% urrs ofer ) A fem s o
T AR e &Y wear & gerE avr Aoy Ay e forr
qaFA § o wm www aA rw Y sy ww T =mifor gEr
(Merchant guilds} & fram #&T &1 =t F <A WL S
FRr wlaaat T T AT A ) A 76y W il s 2 4 Py
U qgee Prar S @ o 1 s SAER g0 ¥ fermwan a1 a8 i
i 7 @
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6. afafmr anfadt 1 rgata (The Commeraial Adventu-
tors)—frraren & gfvewt § arfufsTr agfadr At mEeag € !
T T Free w R g A9 u@ gEIACH 47 @ §, 988
7% 1 e wees anfoferT et am &0

; o arfgfear gl Y G AE g agh AT & g T
AR s g AT agn @ fafiee AR AT Aw XA A0 T W
wa T aavma ¥ faae T amrd & vy e i fawg gy @, wwt i
¥ AT TH AT AT W T R AT AT 4 A1 anfohae
el ¥ gra s & FfEfAma (Phoumaam), sxfaam (Pusmns)
qar wrEa grey (Parsw) gun vy 70 v ey frgwAn ¥ faams
¥ FEEAYI AR IR

7 faga w0 gaAad & sEaia (Lmorgence of Honesty 1
Selling)—uF g 7mq aT fora 31 94 Qe qgr GE&uAy 7 qumar
smar wrA ) iE arfee = 9 s ami aver (Fusfier) 720
ST A7 | ZHY 9F I QWA Ar F frraad 1 ofew B qra (Cheater)
TETART AT a2 ¥ il 71 9 % amsid oy adaey AR
FTATT AT 7 AR (Robbers nd Thives) 77 77 TN @t @
ST N wrag Az W e w fo s At 8 A fafed w9
AV RIS AT 1nF aga v fmrae o) ag feaft
St e & et 9F a9 W@ @ a7 fr foraais a1 wAgha
g @Y aw ag fr, SR mAaw 9 gdiay Al 21 wa fommen
Y NTIAAE & faqg 9 arafy afx gar u fasar A9 F
ot ug fem & fi fagn At e &

§ Tard maue & faw xv qfvam (The Dropping of
“Buyer beware Philosophy }—nu% g0 91 sty fymprrat ar 71 o
R ATHA ATXY YANXT AT AV o g7 77 27 9 I 5 TRAA
wrufem & wfon mw awvv afasww g bar fgggral w0
ST ERFT T 1 9T FAT R AT T T w0y qn 9 g7 WA
TERN AAT AT f5 FET A qT A g far | gaar e 99
geat % A% FIEY W@ T (Hageling) av qear ar . wrer & fraaz
9 ST @R AT AT A AT aw & afr S farirnd A S
oY 1 afR@HEEES, T & TAT Fa1 W @bt s ar

4T W R A wEwA T Fraw w afcen fra @ @ 80
famzawt 5a WeA) Y IR WALREATTIT W wa i oy bcac
g ag T S ¥ O AW wAr W owgr swoarw
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Arls fued] @7 955 VAT WIET W §ge wm § 138 e
o1 ) Fren g ge QW 3 & s vy §) rafy et aw s
& wfsfrmw, 1930 *Y 91w 16 7 97 Fag 51 wwyar gt §, fac s
gt a7 faw 99 @ v FET i wg R §

395 4u9z fare ¥ adh § e § 5 w7 fawwer gx 8N
war 2, P Qv A pee foar smar § o FT Y gegrt ¥ wen
AT ST wT S Afa ¥ gfz @Y A

frza wlen & wtfasm &1 wam
(Psychology 1 Sequence of Selling)

frxg afrn R gua wfYam w1 ) wim & 2 fawT aie
¥ FAq RANRAA o e T wam §1 A g —

1 OES T TR I A—aEs ST @ e W wEm
FroFTFel S0 TITAEE gFM 3 TR W4T F faq frewa swar g g
e iy axa §, w0 angs snfamAlt @l i v o
g1 FOU AT AfEE W e g W ad A feerwi am
AT 3 QTR o1 X AT A0S A A §

2 TEAE A N wAnRam—farreat T 3 Qe ¥ an
STAEE A WA AT F At ¥ A qgAm I i iar s W
Y erez =Y ¥ T A AW AAUN § WA IT ARG T AN R AT X I
&, forasil S wraaar Y1 99 YT T wY ¥ 96 F AR F 9T’
g = forasaias &1 37 99 fermi am g, frgag ot
IEET A AR S ST FOE G590 51 98 AT AT 95
FRagr meR A g 99 gy a1 Aty frew waiyp ad afe,
w8 W AIRE A ) T W ey R
o FATT Y, WEY T ST AW, WG TG 5@ wA Y, W eham w
Frsrral &1 a7d & wOH FANT & AT ¥R 0T £ 1 TN TR
A feafe ux frdagal & oy aga an gefag G 3, B feafy o
AT € ORl a0 AT A0 TEE SN TR S0 ¥ gy
SR FAWE L

3 uH W @R W AR —gFE G gy T faRny
R & wigw iy, wrw, Sabry, weres mits w0y § 1 fawe
ol Az A wph wWiem T ¥ e AT 1 ey
w0 A7 AT TR AOE A Al W SU L W A el ate
SR T FTFA R HA WA 37 930 T D ezar 3 -
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4 rusgwm ww oAy & wAfame—fafed wrf ¥ oww
fafasr 5017 31 7 fafaw 9@ @ 9 T3 &1 fagTrat O woR
47 11T § AT @7 A A fag med T 13 ¥ g (buying
w oo e) T Ay ar o Freseen wgT ¥ oA T 9 ™ 1 T
Frfl AT AT T 90NT GCAD AT avg qF WY TRENAT AT E
QI OR Y T gedr 3 OWIC oAT AT T SEAT OV G AW TT a7
qEgE AT A TFAIET A F I T Y )

5 georar qF ofE N A St TR ® AAfnr—arg et 37 9oy
goTg 1T Ff gl £ 1 ¥ ew 31y v vRTA 9T ArgT ¥ gal any #
fam fa7 @ ¢ aTr T frmagat a1 goeET WA wiE @ Ear
goarAra <org g T O e oy At aeE g a3 3 sEifaEe
B TR AT

6 TNy gIWR wfEAE ET A7 gAY ACT § Ay
Al godY aege meafad grger N fonr gy aEe fany A
Q1 RAPRGA TEAgTm &0 =3 4 qeT 7377 g A ) aear
Al A E AN F A F AT A T gy g YRy g aar
ST W ogegd PR ey e ww o argw wEe aegE
TEHTT A 4w ¥ a7 fmr T g 73T T AET TR Y
FEYEATT A3 AT WA AR e TOGAT T TG WY G
g ow=TT ¥ gy genfn freoweT 4 w@ewAr o#1oAn
T AT 7 awt w79 far w10 ¥ fRr gyreay LGS S
gArd

7 WP & amE W wlfzam 91 T g A A AT T
& a3 W fFrered TrasteTw o qer JIFAN TR fEy | T qEE
Frdz a1 A A AT 3€TAr T e @ fawTeen ouamg Y e iz
FE AT 5T 3% 77 w576 5 97 fawvral @y Kt cii
B afar & FFIm T T Ae R @ ;T T T AR 1 &
s og fffer s afed frog o g7 o BETEY TAT =R
a9t w7 A5

8 ofafed «xgalt F foeg § sy TET AZT AT 9T
T FTFTA X @ T AN A D waAr 3 Craay e T e
g gW A AT Q7 afer WIF qawTod A ayfr wedy ¥ MIGI T
Tt 78 ¥ wfafes WY 39 oo @@ 77 R 5w 2 A wiafesr
FeAM T 77 T vy faTmt a7 weayw am dr & ¢ faraat v
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e A AT AR argAv %ﬁ(ﬁg\mqjmu:ﬁx
e A Fe ¥ SR A 3 \gtq@ﬁ‘(ﬂﬁ&azl
5 fpat R TG A wREmiT 7 aﬁwmtzn
@mwﬁaﬁmam&rwﬁfﬁéﬁmifqﬁf& a3 & T & MY
iﬁ:ﬁsw:ﬂf‘zﬁ|mgﬁ¥?w%fﬁrvﬁr&aﬁaﬁ%m%ﬁqm
sy od gEar g |

o ghwrt ¥ mAfEE—FE TG siiqatfeEr 3@ T
Frratg FAE AR frgasat R0 e @ fT 9T I R
mﬁwﬁ{nﬂnﬁaﬁ%ﬁﬁwa?ﬁ%m.ﬁmq‘gmmz
Fr oy Al SY AARGET farzrd 2y =R ) £ arg® oA W el
PRECEciclid arg‘(aﬂﬁé\zﬁ:{mq—gm%, Fa @ 1A
gra:\‘ﬁ’ﬁfaz'ré ey qedt 1 T TR gauﬁftﬁ‘tﬁzﬁ%m
ﬁqm%fmmmumzlmfmﬁﬂuﬁ«m
mmﬁ?fﬁgﬁﬂﬁ@hrmtél

arer & FrmTa AR & fyr gy 3 1 forely <t farrwi
1 FH, T ﬂma{raﬁmzu AT W AR § Wi
e g1 Al FT g‘f(e%fa:“fﬂu’ﬁm TER T e g
($riesmanship 1% the P~ chology o Customers) AL AT T afgifis
EE il &izmmvlﬁ oz 7d &, fag @A wivfamm % fagre
2w A E T 2 framt A s W W g faEwEl
¥ gmRAr S For w1 oAam FTAr mfim) 3 fagr & wlas
aqrrarrE A €T XA =TEd

famrEm FT AT
(Lrportance of Salesmarship)

FruFen WL carEEiET A FY TR T AT § 1| ST
1 graar 9EF st T fastz Tl £ 1 WEE A A s
mﬁmmaﬁr—;%m%ﬁ—ﬁ T w7 AT faEar Y frrmEr <
& fadr FTAT L ﬁmg«umﬁqrﬁmzr%—-zfﬁg,ﬁg
TR T TR G A u@@ixﬁﬁ}zﬁmmiumg
TRy e A1 A § sfrg feow airqma (Thomwpson) & #AAIN
e g fef §, v G Tl 1 faata few quT e, T,
= frew #Y wg faime s TR ged A e E A S

e A HE I WATE cyaT § Tdewa i gfg FY 7, A
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et ot & vg T AFar 7Y afw w0 o g e e
oY i feraT T & WEey 0F qrd 3y eqer fraraan S

1 = & afF (naete NDomnd)—fETIrAT 91ET ¥ zEgIm
21 1 O H PET 2| A et 7 wavaEAr # afdfon 71
71 afwad (Thon ond ¥ migar fa@maar 31 SR wged @ 2
fr og AW Ted T § W QX warmmet amcd @ Qo awgEt @
fart & fawq ¥ afg Wt g ) - oI T KREE (Res ind baned)
T FAETT AR wgauR qa fama 3 omeaA wrgfa fasaem
Fiiga TV e T T TRA WA A GATT I § g7 T whw
ST SFeT TIAT § 0

2 IarEd & s (Incrones Production) —FiT i gfs 4 Eit
R senad W gfg gt ¥ farager wa wie o gfs = Y A1 R
& gfz grr o R A 2

3 A g & fratm 2 stemngm (Promotos new Products)—
feaTar ¥ oweaw B T AL GEHr T Tae AT 1 TRIE VAR
Serras A58 argAr 1 fanfg & ¢ 1 3g sgAar v AF v v Al
Fvaft g e of fagm i ofaw @ far g e oafafmoadag
axgat &1 fasto @ 1 &, 3 Ry A aeRl < Gt wear maws
7 < apd a€ i e fargear g g g

4 uft grrd @A WoaH (Lowers Uni Puce) —frgTa - &
smyamy gfidt AR gwm R fre whoiwrs oy
gfg dramfr &, A 13 Furs B wdY are fra® qar & A i o
T T ET A

1. Salesmanship 15 1 method o piaomting e des eff rt selling new
higher quality and “jrc Wl tse produ *s $3 sk 3 hasers wanty rosing
the stonderd of 13ing 1 (scading peopl 2 b1y wmere s ng the e crency
of business miking 1ro1ts and epergizng, 1le fuconamis rstem
Willard M Thompsun, dalesmanship C ncepts, Management  and
Straegy pp 6,7

2. Thebasic vamificance of salesmanchip it our economy 1 tle partat
Plays 10 mtating, energizing aul incresng the flow of goods and
<eevices. Willard M Thompson op it p 9

3 ©Through the use of marketing research and advertising morden sales
manship aima to create among users and CONSUIMEr @ 1 IAITALM W arencss
of, and desire for, 0d, new and wprove products and services  Renneth
B Hass and John B Emest, Creatne Salesmanship  Understanding
Essentuals, p, &
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5 Qe F weAl # iz (Higher Employment)—ga
afs & A ¥ S of e W e A A 9} 1 waer,
At Y AR JIaeT gt § )

6. Wit A gfs {locreases Standard of Lising)—q awgat
£t iy wd A S &1 SEL g HIC wTus Gam7 (e s § ot
AT 3 g T qfs a2 G 343 IR & I8 d ofaw ma s wm
FarT i g w W W omfed aw swm g fr
“Fpree ofia e T § 1 [Saesmanstup delners standard of
Iiung) fasaear fyaw ¥ g re atwwna (Thompeon) 77 77 § f¥
“gex WM WIS Ww gW faar <@ §, o @ AT fareTr At gt
mgen

7. mfs A (Bigher Profits)—Fazaten frrm ofy we afax
Ty T H GEeE g1 § ) @G w7 § ¥ 9 R atvrifus an
o7 faFg &7 wfamifis @ FA78 § ) 9% whfos o g wew
A T AE | G AT o gw o A fRaT ar avm g o
o fazm & &5 @ w7 @ Rerwe OF aEwE W swadt & g
T ad § wgrvw g ¢ (Salesmanship serves to make and keep
business enterprise profitable’ )

8. Feram wd & forg spae (Essential 1o selling Fuaction)—
arafers sfoert & o ¥ fT srm op e wd A ) faw b
3% 76 § faw aeafaT aeE A o wow s R &, Y fremes
%m%!ﬁ%mﬁﬁ*qwﬁwrwwh aftfara
T TEN 1T AT A ¥ (AR TR A8 80 S qverm &
HAATC ¢ TR W1 wegY W fawawAr F Meqq ¥ éa’\m\g, fxdt o
W ¥ TR AR A TN w wwN 0w f R oagr o e v
fem g s oAy et Es A 2

9 e * wlwgfg—(Imigorates Busines)—q5 frzm ¥
SR ¢ e sawem W wfRafy S § 07 (Stesmanship creates
business) farrren Wi ¥ 3fg v 7, @1 3l &, mewr owm s
T E AT wRA T ST STt #Y afwgly wo g

1 The humber standard of Insng thatwe_enjoy o5 atteebt
postially to Selesmanstup ™ Willart M Thomcon, ap ot otit €25t
M of e goods 14 by slmsnsup nonld e e

ther means. s> Nallard M. Thompeom, op ot 1 p b 00 2 m through

2.
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area ¥, Ww FE W T ¥ IRl L I3 kR 1g
Y T A 8| S 90T 9T 20 7 Y 3 33 71 A T & Wi
w7 gepf Far &g am AT g fawraat @ TR a9
IaT g7 ®T AT ANT A AEIA L ATEE |

10 mgrt 41 agfe (Customer Satiswetion) —FAT ITH
oAyt A1 Adfoz &1 f1rraen a1 A s fag s g )
@7 R faAa (lohn M Wilson  Vice-presulent, National Cash
Register Co ) o TR “mrgfrs faxamen IwdTm S @ &
g o A 2 17 (Modorn salesmansiup 15 bised on the
prinaiple of customicr s satst hiony w1 Reg {73 T AR AR
agl ATy 1 AFY WMEE qF TFA ¥ W F 1 (Srlesm nship heips
in providing the nyht product to the nght buyer) wafrer & 7%
eramifnds  qeit W, g Ao & gR o fawa @ § (Wesell
solutions to the Problems) 1 &gt ¢ wrdfar fawrear mgw €
auear 1 frar 73 37 afrmfas afor g2 w74 g0

11 merR =wr & graw (Sifety from Trade Cycles)—
faTarTr T w17 ¥ 1evaF o7 ITAT I wrgeren enfr 13 aarnfiE
STTUT 7w F A AarAt 2 ) faga wimed g qr A g fr
sdi {Depie w0) FT XY FEM A7 § fE A0 99T TIE GH AN 3
AR 3 AT wr i ogr el oA @7 a0 g A ar
FATET €Y AzAr & a7 1 3w 0 frmaa ¥ wr Sty gEgd
S &7 RAFRAT & afx A% et § ) g At AT qmq A AT
TF 7 AmE F1 AFAL 1 TN € ARGHA AT 4w I AR
SBT3 3T 0T 39 AV afrar agfaT T <3l g onnx
A H GIAT AT TR

12 Famt Fat & gfg (Increnses Knowledge of Custo
mes)—~ fagagat wry 71 faga T4 wag, g7 AV I 307 @ I
A & ATET T4 A &0y B 9t ¥ o Qar sl
& & vargrmed vw fawar Hrnd wedw gmAr & a9 www 97 gw
a1 Wi arzedy 7oy vt ant Tarar & | wa e A e ary A
fafir ot guwrar € | w0 s gt F 1w AT A AT )

13 &8 & YA @1 agedtn (Right Use of Money)—Ffrgrar
Fawwn & d o) N v w7 A wnI 2 | oAt amy 1) gud
FEAMAATOIRX MT T1Na 377 F faq 3faw gwT ¥ qaar § ( Far 31
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TR ¥ fam wr i AR T R0 AW F pyma ahs
St W A AT | FE O TaA 2a A facrd §, wale farvwet sren
1 T €Y KAT T XAV, 6w awg TR A v afgi ¥
TR GEE FTF o0 F wged 7 1gew A0 § 1wk oA wedy A
Qo ¥ ATt X A e g § 1 ooy 45 A A g § fr 3eg A
Feq wivet wifgk qat @ A T T AR g | Smee A
(Donald Rebrncon) & s, “fararan gafag Wawwms g v
St R wwlt mrErErer AR T agy wwew Jar g w8 99
farmmral #t wgwmar ©F afus wewmea ot 7

14 s3wsiy dgar v fawa (Development of Managena®
Shall)~—31x & SFT TUEd § aaE § am &1 wead fen e
ez @ o ahER gTan wF 39 il A Rema R @
frgw ¥agw @ Ward (B B Mavnard, Presdent of Method
Engweering Counerl) & @it & 56° ¥ vt stfup wealadt & qwqz ar
o ferm fawmr w mcy § an faerr oy fawbw faaer & aferfay w1 3
it ¥ T B WA @ At W oA § CRsr s am gy @ RT
%1 wgad 37 Agan) & fon ymfimager @ @ o) afma w23 9@
qT AR T WOFTRC T E 00

15, weRa w1 ¥ afg {Increase 1n Natonal Income) —ufias
T, " i, afaw e gl A w2 A gfs vl

ferasen # 9%aal ¥ AMEYSS arg
(Essentials of Szccessful Srlesmans up)

fazaFar ¥ ext ¥ fow s qer

(1) Frrasat ¥ =rfam qar (Personal qualies of salesman)

(2) frmg Y ary 1 527 1 07 (Koowledze ot Product to

be <old}

(3) aon F vy 0 @ v (Koovledge of the Institution)

(4) wrest w1 7T (Krowledze o the customers)

(5) frw fafr ar fa37 wgwm #1am (Knowledge of the

sequence of sellng)

1. Knowledze of selling and experience 1n that irld ase of increasing tmpor.
tance to the young man who has his eye on bigeer yobain the future,
Fredenc A Russeland Frank H Beach, Testbool of Salesmanshap p 8
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(1) faruswt & wfan go—faaTn 51 araar I e
sraer act fraawEAl & oswberr opm o fererat ¥ safer o
g B uF g TR A AT gaifas awh & 1w ur el Ll
o fara T R AT mw O & P sanaw ag e g e
3o Al T F W AR, T oT aw et & fgaam § o
A fagas & fafag qar g 2 S—mdfes  wwafar, s
ng evvrarf® g wife sfs 1 wrfy aefy e oF Arg ouF fy afw A
qit R AaReE g R A1 mboRra amna § i qr faaeeat 1
Freaels ¥ 9ET &1 ATAr ) fAxgran w1 ey R 3a¥ o qan v
TAA ¥ I T AT AAA SATH T

A AN F WA W fAFEAt mEay 0 gen famrg i a1
ey =AY ARE TAT AFAT A

(2) faFm 21 @7 et |G Tr AW qF frawal g7 A A
A wea T T far P sgem gas smfmor gy w1 § 30T
Afas qged ST FT AT T Y A0A1 @0 T AvIor 4 AT AT GAT
21wy a1en fawm 7% o and W ¥ Arner w amgmw wA 9F wad
TTRAT W T AT A AGET AT F | GeAW ¥ i 70 57 gF fawa
Tat wgFt 1 afar swifar 17 owrar & oeawr T g fry e
AFY g W ATV AT 41 w619 A ez O fear s aww 3 farawal
F o qEgal T 0T F WY 7 faqie o1 e pooow faga @y agt
arfrarz & fara s & gy omeas a9 3, A s Ry
FEg A /L T T WA AV wver frar ww Y 3@ o) Foan qan &
amm g >

AW AT T 0F o= 7 Aioar gor ffia A ot 20
argw za fafaa w=al gt fafrs asgst 91 o g oo w0
& T g, fF T AT w1 5w foar sany s e feafy v a7 fres
Fai wow fafacz 907 % R awen & qEaErs anir i arw @ s
FYATATR | AfONREITT, qizE A Ay 7T WA w7t 8 1 Pra
Tz TS EITT 483 A (00 &aTE 9w I 0w 21 o frrwrat T
[IN WA AT HFC A4 8y fafre fAhead ¥ e v @i

1 fewasai § ‘ﬁm F1 farga gefm e weary o fray war 3o

2 Terc aretdccsenals of goo ! salesmenship but salesmanstsp m
us
precie and complite hnowledge of grods 15 ) <t hke 1 castle. buclt o
wd M Chwlthey Fersontl S desmanship p 5
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5 Ay atdr wewn AT, W s1 farE AR A s faf, wr S

starrshar feafr, wt3 w1 qff, w9 F1 A, v o 4, /T AT
_ /AR, i w fearem, Wi e, w A7 35, THS 47 -
Fegndy fadry 1% wfaTfy A FEerd A Aty oo

(3) wear & araes & g v eTmaTe g W 9T fraw-

@At g 957 AEEL ¥ e T3 §, A1 A IRE B AR a6 W A
A farr Ty Fan g, afew 3R qear # abrssr 1 o A A g, A
36 96 71 oA T E L v asar Ay vy, wfafy, sfaer o
F9 a5 & AT T WE T\ W@ AW AR A wen 1 wfem aad
wF Ay vaEs ¢ F owe framitaiaen s et g Qo
FIATRY &1 | ACHT 5 HYSA | TG A7 (Grasai § a7 faqw 3wa
FCAT § 1 9EF AT BN GEIT T 3¢ W F W{RY Sr@Al § A7 AqAL
NFFET 7 qeRT ¢ Al & oRgET FAw ¢ qvwA oF Rl
¥ IAT 7 q=FT 7T SR, A G 9775777, oW, fa77 Tt
(g T F1 avee e feafy, weeesiy fast, feroe fafid,
"EI F1 RIS AgRM o7 fmed v9W ° g feafy, P
% amt, grates fafagt  arwfas s, fdg Aar? sy mfx amt
#T 578 AT *1fgT

(4) FER T a| X T W AV 9§99 § A aw
fagaeal A o TEst W@ 57 A Wigh | v f 5 qaoow @y
TR Agama (Market reserech) & @I AR © Tvae ¥ maay
FAF W= T frEnt 9 @ 900w w30 & sraw
farasat |y & 117F § 97 7 g9y 1 S ¥ AR % AET 7w
AT g, Wi qg 70 AT F AE T A0 L a7 w77 A7, Wie
AR FT /A | CF faangat 5t I 7 (999 & 307 qegeq #t o
2 JTAT FT A FAT ARY —

(F) FT AW ITW—TRIM AT & @@ g A s
wrAF §, 7 s 1 77 @S 2 0edF anaw e @ fry
SE Y AR AT H 7 1 T AW R AT I o g
w frme AR, g T ¥ o ¥ ool o awat
ATl A TEE §F W Y Wi wameng aev
T T Ay FOr R AR AT @ AR g w e s am
TG & fag foraswt s fam 7 w0 3ifig —

1 WEhl ¥ ST G L@ 5 W UF WA Ty aaw
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fabr Fora¥ sETC OF FmTl AR T ogEm o g ¥ v ae
9. Sk o #t fafew Bord s fa fafx 37 fafa @O m
Ty 51 AW §, A 5 oF et ae & oged aut T Sea d
T § o X 5w falg ¥ ag 9 w W@ ¥ M fawrd aw g ad
T B A W owaw s @A 1 o o &7 F Agm
fe R e T e ¥ woabmt B gg R It A e F
srefewa 7 & & “RIDSACT w1 g =1 fam § | 374 st
fuf 77 wPraT & g W (Stages) &, ¥ favafaiew = ¥ i~

(1) == (Reception)

() TEaTg (Enquiny)

(m} w7 (Demonstration)

() T (Sclection)

(v ) =g’ (Additton)

{v3) et g famrd (Commendanion)

& w (Grief) { fa=wg fafq & 9ig @R @ =T (Frve stany)
a7 ey fRar g —

(1) =g {Attention)

(1) = (Interest)

(m) w3y (Desive)

(v) femam (Convinwr )

(v ) 7% (The Close)

A e A R g —

(1) mEwIU—TT A g ar af A & fowal
71 farrre o a1 sk fam wfer 1 59 S T g
T ertT wrHaE F % Ay aavwews il vae 50 =fim

o & et @ e feag amar ¥ gz waarse ?, fe
58 A 91ew  fg W o 4 @9 3, @t 7 en fo frw 9
REARTN TT YW AW AOEAAT AN GEw Brwawh uta Rt Ay
srafed & & frw, AWEA waEz (Window display) #1 mapr a¢
sra g1 P wEE 9 R oF det e e mane
AT R W GET F wk Al 3 T R e
srefed = 1 wnt FEt g 9 TR ey wedy Sy,
T WU, W O g AT @yl FT e g | o
sfafct F19X 7am@e (Counter display), Framar mwaree {Wall
dispiny ) w1 F AR X N IR R Age Fear o wwAr g



wef § 7 (Ared Glow) T wart Of fasrwdn aidft 37
T A qigdYy a1 e e a8 i wrrfiy FRer g —

(1) $HAIEY & i ufaea rg e T
(n) wETEE AW a1 agd TE
() fafer aoear 77829 357 1
(n) sAurA o7 Tfasz atee 71 At T
(1} rfege A (Inbos) & gress 779
(V) STETEAT wYA ATV RAT TIA N
(1) gm Wz (Froe aifts) @y grang #1370
[N Eicrskcikacall
(i} BERT AR AT
(\) gAY TEE W41 &L T T4 WA o

2 =fRt IWI T —LAARHT T AT AEE T asg 7 qfF
g A AT W o9EA Fo arfgr | gAd i ¥ g @ fow
T 77T ¥ it gar g —

(%) waEE T (Human Interet)

|@) e i (News Interest)

(&) AT T (N Iy Interest)

fexggal N agaY ¥ oaw ¥ oagan o Iew w0 A 9
T wifgd | sifag fagiq et e (Pl hey) ¥ sigare orgd & o
SR v & fel &d w77 aw oo nifgd fe mgw R A Q@ few
e @ ofa o §, R T 9nd ofe if o arg of 1 aft me
9 38 & X aw w3, fand g (e @) o Ay (mew)
[T W A TG AW AY W AN 00w} frogn @
At @ faarT gm T ST Ay 0 Y wawa Al o Ay
7 frare year afgm o s AR 5 ef v Ser D A w2

3 OO SR T @ —efr et v & vy mgwt
F T A T AR A AN 1w ww (Alleed Gros) ¥
T 7= FTH TTH X AR & (Three st} § —

1 The first method for arous:ng customer s mterest 1s to fird out what they
are alteady 1mterested in and then be mterested in it and talk aboutat If
you will talk about what they arc interested in, they will later on be
willing to consider what you are interested i’ Paul Ivey, Successful
Salesmanshuip p 21t
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() AEEEFAIA T q@1 TR GRGRE A1 =TT s=Ar
(1) o Fav § & oot AE A R S A menen
qfT 5%
(m) I @iy W) A ATEd W AGF AT T A AT £
= A = A AR I 9 AT { FAEA =
(Effucine dovire) Se9w @ &FTH

4 Erg (Conviction}— T0F R 39 ¥ 2k == W
a1 @, @ T W omgereat ¥ affma T ¥ fay frreet oy
aifem, fEagues & fm vy va ez P oo =
1w @t 3F I agfer 9@ TN OF favTen fow A A
o U fawm mT e awar € —

(1) 777 ¥ =iy w7 ¥7wF T

(n} YT AERY qF FAATAT AT ANRT TE

(i) arEE |ar 9T 7

(1} 3T & N9 TAHT

\\) 97 17 TF 3|/

) 7T & =it gaee

(vu) @1 (Clams) w1 wfarre 77
(v sfassr = fau sigaasn (Preuse ppoil) T7mFT
() wTRfAErT A

5 = (Lhe Close)—¥TZ¥T ¥ FWTH =~z 7 e fyeqin
FE R ¥ W faqw M #1913 g
TeE T UF P PR g A3 B 04T ad ) frrmw A o
% froT o w1 aa T T SNy 99 gaer afeam
ar Ty frra R o wfem 73w A1 9oy 5 ar R fafr sern
Fifgq | AEET AT (Alfred Gross) ¥
TETT AT LT —

() FART T foz qgars T

(1) ST T Sy |

() T =ty ooz 7w 1

{nv) fofime sagmm e

() ﬁm?mrﬁﬁ&—wmw%nmré,mn

() AITER A B X T TR D awm ey

(n) SR adl ux e | szET

AT G fafy w1 g fyew



116

(v )} s3as SANRCAT 77 37 §qW T

{ ») aTET A

(v ) whaeEs 75

(x ) @ & 904 37§ 797 )

faTagay o waar fasm
(Sale man J1p  An Art or a Science)

farsn ¥ fafas fagmr gt Y1z ofcararnn 7 oIRTE
g § o § w5 7g FEti A Ta 0m T T TTH EITR AT E
MrFgamA-EeE EF ey faroew FAY EAAA LN
HIAF ATFAR 9@ TN g AT W e Y ¥ H3g e
AT ?

farmEn W or TH R 7 {15 Sadesmanship an Aty R
g gt Asfra fafr g e @ g o e W E EA R AGw
¥ garn @ #fera afrmrg gres ey Ay o g A E A1 IO
Fram > 1fafET o Tt arenr ¥ iy & Prg v ga fafaar
& 17 T T fEra T amgtes =1 o T@ 4 fafr
@Aty TR AT ey g4 v arr afs O aten
oIy 77 faq7 A Y Ty feeva demar Afaw 1ad oF wAAE
Tt Yaraeg i muaw frogew fraw § our AW
FfF Qo faFarat 1 AT TNt 71 ACLR TTAT A E A AT
faan o1 wun gwrw efam gt § 4 BryreRi A1 9T T W
Fra F e ame f T YA qet & ¥ famy w4t f7E 4w aw
g7y T affes 5Ty ¥ owraw 9 g€ 77 99 9T AT
fran st @ frav w11 eE fagar amn 70 asfes s @Y Az A
THAAL

feaTr0 SN TF FAOE FUR TAEA T AFCIYW FNGT a5 W
2wy 3 s AT ar i goa e <fpr foam o Fry A frae
T AT L A e n g A bR g owr reee @O
[Ecex il c IS

Fezmeat @v qF frem 4 7 (15 Safesman hp 1 Se ence 7)
famm W ¥ A WAIRE A T om0 g pfrr Ay ¥
frife a1 810 @ 9w f % A waw v 2

1 kA“ stbe be rg ng about &

£
WA b ne g aboutef 8 des ed sesult hmngh Heappl ot on of

ne pes of Management



(1) fas= 9T W AALG AT § )

(2) wg Fafiews Frfiy grar o Q@ wR@ & aresfes svey fral-
far mar &1

famm A D g § () wreafaw fGrm (Postive Science)
(1) ey faamw (Normative Science) 1 auafa® famm a 3‘{1’1 IEL-
frafy o7 w18 FOGME 1 77 o9 AW 7 v woenr § v aspfeatt
3 ? mredt B 3wr wEl o fAaha & ] ST A e
et =gy’ w7 9 frat £ ag ey s wepfeafy 99 ofvg
O AT FAA G O w7 § 4 73 IR g7 AT wwit v e
<) gu 3w et Y wifer & ol At gt a0

frmwa gt qx Sretas faora § 7 0w 9w 9 o A
g Ty frrTen arAtaw fowa § wam mEt faam 7 en fawaEr
ety famra § P o0 W & R W g A AEaT R F fapmder &
FEFIFT IS T FATF FEAGR T IARN 5T G AW B¢ ST F 0
7z 75 w9 W@t fegri ¥ AT o son &y 9z wanefE
frary gen weamia R § AR eTow w@ wfemn i awey A
ey v § 1 3 faerdt 3 frvamen & oW 6 B oma v d A
gy W wFaT 2 1 9% ivfes vrwar & fograt &7 wfiear 39X
frmrsar %1 gear=iea oY foar S oar & 1 farwen ¥ wg T faf
w sraiferdy w1 faFrg fear s e ], faad serds an ¥ framgEs
Frrm foan o @0 § ) o e ¥ faTsen oF arafs fmm i

farrasat - @t s wozst fawma § 7 fawamar e famna s i
Fifs frrgdwl fomsa § Frandl & Are 9T gige  grafes
Feafs 7 Tremm FT 97 gvA ¥ oe@E g of) 2 § fr am fer
arfgg 1 98 MEE A FATTH TG T 7N By gEH AW
AgF A ST I 7920 7L ¢ A A FAww AT @I L0

w3y, foprrar wifas arer g TIm me F wify foe ag
1 fororen Y wela 3 fraw & A< A 2t 3Ty ag 3 R foey
At B REER F A fawm wear oAt § o wqen w1 smg
fere T AT § | AT g afcfeatadt ¥ wyave = @ @
oA WU @A ¥ wEer § AN few gl aw § ¥ g e & g
fag @ AT E

fagmgen - war g7 A A9 § . wwln Frawr & me g iy
Frepreert OF = 03 oo &) @Y £ 1 % deufrw uw wanTw s Ay
frgeh T 1 S AAA 31w dmbaw o semfor feme A



g

nRpR A qXw B S nFgEF faar aqg & fasuwar taa
Hrar ag w41 § R 57 dow a3 {07, 39 9T FTIW N AT
T4 & 1 qee A wasd agn w0 qaa § o ag e wfaw 7 A fawe
% | fagrl § AAGAR 579 (Management) & 80°, w7 7 20", fasrs
71 Taee &, qae faal w8 afmdts g wrforw fafadr o e fm
SATE e N 80 T @0 WA 2 A fvasA S dwa wAdmfas
firgray o< srafed @ Favwg & x0 o X N ufos s 2 WM wE AT
faar st fip faaae & 90w wav 1 &, % wfus & wfuw 10
s frm gAY Y afaafs T8 M we =i
71 2 & faFrsar i aar 71 o Afga o A% e wroeer an 20

seate & fag oA
| fEEgadr v E ¢ gany 9y faiars a1 g afa
What do you mein by Salesmanship Narrate 1ts man
chatactenstics
) favasmar 3@ g Y wnfay AnT § fAFarar & q8R4 77 9T
=1fequ
What s Salesmanship * Deseribe the importance of salesmun
ship m the modern woild
1 fgreAr ¥ fane 97 g3 afew sy fafiqe
Wrue a luctd note on the development of salesmanship
4 aww AT TR At T owigrar Aeg ¢ 3R FrEwAl
w1
What are the essentidls of successful salesmanshup ? Explain,
s favosEr FATE wIAr fawd P oo w9 F e |
Is salesmanship an art or a scrence * Discuss
v fETITE AW ¥ ? g7 fraw s AT @y 2 0
What 1s salesmanshup 2 What are the tvpes of 1t ®
7 fEFRAT o3 wA & it aeer w evez @fi
Discuss the relation between salesmamhip and pychology
N xRt ¥ AT w®fre @A wrswoa ag fa e, afg
frera-eqg TARC AT frra afaf o it oy wifea | oz e
FY VI TTRIZY |
* Salesmanship requires not only personahty but also hnow-
ledge of sales strategy and sales technique ' Elucidate
(1 yr com 197v)



O

318

frrFan &t afonar Afay  @F w77 fwrg T amIET
fafag )

Define Salesmanship  State and explan 1ts scope and
development (1976}
T wrd-seT ® frramar & mire wgeR A fmar@E
fagaar sifmy |

Discuss m detal! the economic impottance of silesmanchip
m Indian ¢conomy (1976)
AT faFawan & sfrerdt Frrrear  wee aaEnd )
Distingish between creative salesmanship and competitune
salesmanship

o= &7 §STHI 9T qATT TN ¢

Dhseuss the limitations of salesmanshup



2

o% 9% fasasal @ W

(Qualsties of a Successful Salesman)

Make 1t 11y business to knov  thyself, whichis the most
difficult lesson i the world — Cerantes

atifay graaar o § frEarau $aged gAT U A3
amF afrowearw g T Alz 41 alfa azarer wIE ) w2
Trw 7fza smmfar gead (Market Oriented Business insutu
0T RAREET A1 gT AT qEe aredt § 1 meard farg
FAbAT T A AT 1 e ady ) g fararaum ¥ wam
7 o weT ¥y aanttar fraft qui a3 avdy @ ) 997 329 gU AEE
7 O @Y farraay T aen g9 9 g3 @A 171 97 )
A FMETAF framt A gA 77 A ;EaaT faimar G@ asm
farma® (M rkat Special 1) &7F gfafafis (Field Representative) w13
FArgaT (Merchandising Consult t) war gfafifa (S rvice Re
presentatne) mfz i apnifaa frar s e g0
oy ¥ frEgEet mEafar wwa o P @ mans g g A
AR ITAAT AT AT 0T AT T fAa A wgeayw § oAy WA A
saraq faf 1 51 707 A7 favw &7 a5 afrof o wegfee s <
JezT TIATF | A TETT AV FOTH wwemwar a1 qq 3w 3 Ar 9T E
AZTEW ¥ AU QAW | A INAW 7 gfg e 7 N qgwT g
¥ P o7 WEQE SANTAT 99 AT TN AATR v Irey 7 oy faww
FIZ
o7 8Fd fagarat & qm
(Qualities of a Suceessful Salesman)
miafar 51 #1 af~ faga w7 (Sales Rev luvon) 71 37 a7y
g a1 A1 wlemfr @ guit g wfaart oy g w T
(crewive) fagmaatem o mramarar & o afgermemT ferfy v aczaw
fafadt 7 FAAT ® WO A A A0 IOV FTAT FIgA F1 o0 4 g
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arey e FTaTE agie IR T &% qar w9 ME-gea o
TETL T RIS AT wE4T ¥ A ¥ ghe 77, o g der wmat
@ se @ ¥ frrawal ¥ 1w fafre o g wfaard 0 o i
fagTq & FqET ¢ qF @O farawal B foedt & wAw weaw, ofd &
AW 91gE, TN aem W ge wfaw, fog o owd s,
gEaT & faend 7t Wi afemm qw oo = & wifv &7 d afgg

@a 0 wEez (Hass & Ernest) F walgame, * 2 & farnewidr
¥ was ¥ anen P, S WA o e R e
afgy | =40 g Tl 1 afeg 3 ¥z T (Du Pont Company)
¥ aqAre <o Fwaed ®1 g5 daifas, g sdard a9 gy are
ot weg fdrew ol v

win g wEER (Pual H Nestrom) § 99K @ 5% fars-
Tt % fre qw @ Wi —

1 gArar 7 Fuwafmzs 13 gEw

1 8 8 w&ET 14 =G I anar
3 faaw 9 wAATAT 15 seaEy

3 =g 10 fexdt 16 @giify

s gEmmoarn 11 feaelm 17 @ g

6 md 12 AT

sfto s (Grief) 7 &¥w fraraidr & wui o frer s
vy fear g —

1 e e 2 WY T 3. wabrs
fegmasmT wafa T AT GonAr
waqyfier it & gy Cisved

R keSS Fri afverar
FaTrat FHlAEs Frltsmy Avegar
ELtil Fard Sy ey
I A sy Fw&Em
AT T AT T
IR I T it

A
AR dEEg e v

1. #Today’s Salesmen must be problem solvers motivat
day's Sslemen soust be pr vators and marketine
expe; e Kenaeth B }‘zmp azx:d Joha W, Ernest, Creative
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4 frawe g aww 5 ufuprn el gU
wrAaT T ft g
et FUVLIEY
aifemrri mrRE T T AT @
v T2 e A aga ey A
TG san
mfaam @ aymn Afaafag
gf=g g s ara T
wfaser A

ATy v At
st fexdfra (hul putact) % A9t frmrat T oge T (e
7 ot ¥ faww frar g —

(1) ardfra T (2) aryfar ng ffay Qm

{3} wrifaw am

a1 fa sl W@ (Dwad Mayer) 147 geae W (Herbert
Greeberg) ¥ v gt Porwrat w a7 frer @ A e Y wf
it ATy —

1 PragTat & gt ¥ faaw ©1amey ofY anar g

2 fromst & v+ fad oo wvan

37, % fad o faavw ¥ e & fr Sfiem fagr 1 0T AT
ferrarat 3wt a1 fafies @ v aney frac g0 7 Pratay i faega
TR A fxard @ gE R AT A A a7 oaaw fear 0 39
Al fagTRy T w7 WA WAt gl en o7 @y fart e T A1
st P arg DA ¥ ranT A g —

(1) ardfor @ (Phyeeat Trues)

{ ) arifar @ (M atd Ty

() arafaa waT (Soun) 1ruts)

tiv) A am (Mor | Ty uts)

{v) omamiar m (Busnes Loads)

1 wdf qu (Physieal Truts)

1 72w (G d Appemwned)—rg frrmraf 3 srww vy
aza 43 dtarar gn A o fg st @ G farrran T & far
2 ur mdT o Ay ¥R arw frrrel gy om a1 g
FAT AERL FT GO § 037 a7 3 g ana 7AW E (7 oo
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TE W WE T U % TaR et et 3R A g TR
[l Ak ¥ fregang i -{Tﬁﬁn’ﬁ'l FI LA G
\ERE
e 2. wan weew {Good Health)— frmaat 1 wrear gem gm
HAET § | 390 GRS @F st & geE TWar g, O e
F areiw W A g AT Y OF fR F aR e e
& mfiem ¥ fanto o aER @T A 17

3 sw3 g& ga (Cheerful Disposibon)—uw frarraf a1
wi7 guqeE WA fra o7 Syfee A S | wEe § amtan s
T 3R ot aeEd faefemd qer ol ad W Sl ) Sy agmy
7 TIREGEE 0F WA § AR S0 TR

4. R (Aple)—us frpwal @1 ae B WA @
2SI 97 AT Seal F AedT OO AT WY t W@ 0w frmmat
1 egf7 e g wifgy | FeF frwen 71 9 v egfa awr
g wifgn 1 §1F frmsar ® A fom @ R dfenfadie oo
sarardt § faaa wifew o

5 \gT aTdl (Sweet vorce)—UF AT ¥ ot Mot ant
it <t 3FT AW A KW AET WIEE IO [@A 7 (YA good
sore will do more then nythmg else w create a favourable
mpression’ ) | wq fmwal A ARF WUR, W@ oy a9ians gEY
wifgn, faedr fremrrl & Wg® SR 59T T AR a7 s w0
wEdt Trelt ae vt ¥ g wrn farnwat w9 ws wwm g
T I 8 )| L oF T A 3 Far § R Cmge amit s
faam T Ewr oF gECw § AT SR A S ATIR § 1 (Sweet
voice 1S 4 it meuitm  to express correcth  and pleasing’y everv
trought) *

6. ¥ ofw (Stomum)—uF 3w faFTFA W uw an aeg
W AT TS A T A e Oy g 1 sl W e
WIEE WY Y & 1 T I A0 A & AT § 4O, 59 el
7 ofY 3w gt @R T A o g Wi

7. gt {Postures)—tw faaeai & fq grawia agq afew
g WA E T I Wl A W W ¥ o gy, utd),
fet wrfz F pravna ¥ amar od mWw awe v #wl’m'qw ¥
773 F TRAT X A= LW 9F 20



23

11 H@faE T (Muntal 1rans)

) gfe mermaEr (Roourddulaes) —~r @%a fagaral
1 aerx A0 nfey cvr yf aeny fawvrt T we e A wfe
qIFE AT WASTR QA UT WATT A 2017 257777 T e dfe Tovrar
¥ ot 3A L ATT TIONTArE o

1 warar (Alutoes) —ow  froorat 91 4gr 2y o i ady
WIF TR WiET) SR A wsgr gra o 2% T 3 whemzr vy
wifen | 3e Y VAT g AEATAY TV A T A et et
Ty Tifg

1 wrem afw (magoabon) Tl vr agergm mafar
am g famn gear foorai ko daraft oo 2w wma
frea & 0 s wter gt 9y mr AT AT A% Ay §, 3@ v
AT WA T aryer v AV A frve al At & owde i gy awg A
T 7 arf WY@ Air Af tar ary § 1 or gy Peevralt qeeT ¥
grgr freY A1 pTrT g TeaEf T oarne or @y sferr 1y
T orT 3R 7 AT ¢ A e AT R

4 war gfy (Inteligence) —or farrrat & g77 3fz @i
wfgg, faaa 7z sz & AN gve wms a1 e g fmargis
TN A AT I ATT AT AR Y AR AT 4 FATT AATF ACT wAv
39 Tz w1 gry wfyn, faga ag wpv & frm gryar At T
A

5 afeqamar (Maturty)—nt fyrarat @ ales aferserr
Tz wFET Y ¥ s I Rrtaes Y vt o7 frars @Y epman Y
wofgr v 9Tt 3177 ¥ weraY N Ak er o AT wwm gt
¥ gy of @l il ) 3P wety W oAt v o Y
FEAMT AT T407 7% ¥y 3wy aeq fornrat o gfran i
Arfgr

6 vr ewems afw (S up Memory) BT fTTRTML ¥ AR
“fF 121 A AR A Wy 3 we Y @Y g ewem afe i A TOW AETT
FEmAY 3 Azt 4T Qe e Foarwm T rqvm vor oA ¢
T faFerlt & Ant a7 T Agar T avan d owaw el ar g grer
A0 EE Ay g ¥ A A O ay ot v 2 o gy

MNx rwrm wfe o foere ot g e 1 1 TITT T
RECIE]
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7 swenfasant (Self-Confidence}—a1g1 & faeqm sod &
¥ fru feprel & el M amos $0 o fagmEwi Ay
A = A weAlarare IoTd FW § Y w o §Y qaiw e
St =fiw 1 s @ A frmaad & ey & fadfw e
AT T |/FA G |

$ ag wlw (Imtanve)—usr fq & Wi “agead &
w47 Wt ot | s wwwerwan g (Intatne s a pre-tequusite of
almost every occupation) | firrawat 1 g S 9 73T FT Y
@ g 9o ¥ fad frrreal oY oy afs ageapd A dd
¥ arETT XAl A WAmaAT S B w3 P R aven
791 59 @4 F 97 At 3 FEET A 8 )

9 maslteR gz fagia w1 &@war (Abiaty to Observe and
Judge)—qF Brmawal # wiew @7 IET I9F) ¥FY TrAwE N wyw@
{Ft gk | g% wlafis 37 wgE N wgfa F a7 fog wwcw
ragre fem wia, 5w are & Pl w1 dvmar i g gl

10 wroEfrr (Opumism)—ur fFarat st ada awnard
gar mifir | eaF wieren & wdy ot sy @ iyl e e
FEr ot T w0 & il & o § 1 afk v faar o R awa =
A A I FT A T T ) oF aeg frsreat w waswar §
EFAT FT T A awReT e yaw W g 90izy | uw fag
fasryaTwa g fr “gs aww favmwal 2 s @ar wofgg oS
T w1 St @A Wiy 7 (¢“The suceessful salesman must be a
optimise  He must be reservior of hopes )

11 arfa® T (Socal Troats)

1 fasmmlcar (Socwuble) —safis 97 ¥ o fagneal S A%
a1 39 fumar ggh R D i Ao By 9 gmar = yew,
fargaity gvardin fariieard, wr Sfeawfafgs o e 3
Sfeg) & 9z 7T W 2) 9 9w e e g e & it
ST ¥ Ao a9 AW 3T s Far g

o

2 TR pNA (Tactiul)—ux awr Foereal 1 smag
T AT T 1 A A 97 F AR AW qwwr avem sy
TE ¥ AR I T WG ¢ ARG A A g T &
AT 7Y T AN AT AREE A TR Y W oow feermat
I A FT AW TAT T ¢
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3w (Pobtencw) —tr ows fprTai § frymmr av g
wfr wrren § 1 Al e § wvr fraa fwr soy & wfar
R T

4w (O opontv)—ur fararat & oagdim @ WA
A W1 uF wfama T § o 3 el fawen, args agrted mi
4 W7 wgAW o g wa & A TR Al (g g & awe ¥
nr famEat 71 A @ wayTer § g4 1 uw fagry f A agf %
e f17r te S fuwmat g8 F arg faart w1 oxd sl s
Tt ARk Ag 7T G TE FAN T W UE QO o1 @nEel B3
2rr AR V7 { I s esman who cunot work wath and - es iblsh
wits frary it o wath others shoubd grve-up sollmz a1 oh M)

5 el argE (Good  Manuers) o st ez & f o
farient ¥ MEE ¥ A EAaE 9 17 Trg $C TAEwAT L 4 ART
TFAAY A 37 A s 4 A & faeraat S g ol w § @
a7 grr =il

6 wmwar (Gommung Comusati milsg)—ar frrasal
F1 AAT T R LT AT WEE L gRA anie 5ru § wEE §
freara sevg faan o ancn {0 faomrat  aed am ) sfaa =g @
TR 3 A QA afgw, famn wgw @ Sl gwmr @ aE

7 g@tF @A (Lddlc Depostiont—nr  frwmawt @Y
FO €A X QAR A Tl 1 AR WL ARAT @@ AL TTAGT
7t & o st gdfla @ arm g

g i g wlgew ar (Poena uid Sobriety —id v wilgsmar
Fgmg Ay TR WA T vx faraTat 1 GagaT wwd
TN AT AT AT G I RN A AT g ) avgfe Wi
B
() RS 7@ (Mora) Trants)

1 SmmEdt (Hones}—3d% faraaat 1 dnexar) aifaw
A ¢ Faw 7T QAT AT T A0S AT FY W w47y §
TR A I AR 7 A7 FA0E T F fw Al g afeh ) e
AW FAT a0ata & f28 ¥ 18 far 31 35 3@ 97 3V ey & e
mfgy & 418 41 18 L T uE § A AW oavdy ¥ aulq wgs w7
Y T & A A AR AT A A ) iy 8 e
afa fagana wwrn § A w3 & wew favem 1 fyuhn v & 1 st
F 0F 3g8 32 AFHT (Rinker) HT0T (Mor ) 77 7er & i o8 @
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o g 3NT w owew 57 g, e afor mem 3, =R 98y ww
T A wWAR | g

2 fremmm (Loval)—~u# fagy & wqgx “ufiwsin wgs 99
frrmeal # s 3 § v wnwr SW@ S fowae ot (Most
customers respect and come 1o appreciate the <alesman who 1y
loyal) | ¥ ©F Prrawwl F1 79 Alaw 03 qz81 F wfy Fremraa
AT TEET AT FIH |
(v) =TRHITUS W (Business Traits)

1 winefa (Aputude) —uF faFsal &Y {araaw ¥ ofa
2 Tz ) wmraifas sf ary =R g argHy 71 9l gHTe A A
fawq T wEgeE T AT 2 afz faasrd 7 fremwai @ s ad g, At
g ™ a9 fremEat Ag a9 85T §) TE@ias AW g diwad
(Mayer and Greenberg) F3fay & foar @ fr “fymasal Y fasa &
faq wrew o Y =ifEe ) TR AEAT  fs aft farreet @ A
S § A oy sfas swet & fams sxasa g

2 =eghl #1 @ (hnowledce of Products)—oF faTart
T 2 e R A Al se O nw wgpfy, 399w i w AR
¥ @ A W Gl s

3 Wgal w1 ww (Koowledge of Customers)—amgy 71 5
At fragat ¥ fag wEes €)W argw 39S 99w A § T
oz, T A, w ¥ T W B aAn i o s weerw 3y
Box mw WAl (Mayer and greenberg) & mpare “Frrweai &
gREE T W F emar @A D WRY 7 (Empathy 1s essential i a
good Salesman) |

4 sfafem (Tramed)—uw f=a7ai 7 awan 3 9 aftern
) wiazaw § o+ wfafan faaret sfw oo feer wr g

5 vl (Industnous)—uw fargrat &1 ey 2 =nfzg
3 R AR T FE T Y = g =g

6wl (Fnthusastic) 0w f12@ & maam, v SEmng ¥
MR Frrmant srwad FAEA 00 (No elling effort can
suceeed without enthustim) 1 9% 57 Frem % sppe 1 ‘o Pt
ITE [ I, iﬂﬁmﬁﬁé:ﬁmwmgﬁﬂw
P R S Al A ¥ Al e o iy TR
T B TR TR et A aw ¥ e 2 om, g 7 e
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sar & fRY A RAR FIAT AMEQ 1 9% we @ fraw g wifga i
Ay vt a7 w37 39T SOU 9E
= ez ¢ e e frrraat v w0 o @ wifgh
fararat S} WOWNG G AT AR ANE R AE FI AT AN A
W ¥R AT § 4 59 W ¥ famy wvwm gy v
Frly oY Grrmrwt & frog wv7 o A& 0
g & fag aq
Voor wey frereren & ndfer 3 avfay it o7 gue ol e
Enumerate physical and ment i qualities of on 1deal salesman
(1974;
2 oF TR a1 R fep At & i w1 aga e
Duscus  the essential qualitzes of retadt and wravelling s1lesman
(1979
3 uF e Pl ¥ ege a ar ama e

Narrate qualities of successful salesman



fazasaisl F SR

(Types of Salesmen)
«Jt is the first of all problems for aman to find out what
kind of work he is to don thus Umverse” —Carlyle.

oF aAF @G @ afwss & el e oF @ reRar
PR & § 98 wiaeE § ¥A9 wievet 9 4o g frmeal fr dar
e AT 4 § 91 SVRTET § STRrS AT GG ¥ 3 areea
93 der g1 et ) @i A 1 59 Affe A sl e Wt
frrraTioT 7Y greawar T § ) 59 TS ¥ 99 99 Y ¥ fa
T & R F AST ¥ g9 T 5 frr e g

faxasa™ & T & WAR
(Bases of Classification of Salesmen)

1 farrat ¥ et ¥ ®OR 32 (On the basts of Empl-
oyer)—UF frAnFal, ©F S9EF, 90F S FAET ESCEANR g
g fran W gw § ) aft a3 9eNes @ra g far g, @
vearee &1 fawawal (Manufacture’s Salesman) Fgeni #i< afs a5
ir el @@ gert @i g Fawfer @or §, O 93 . O
ey 51 fagral (Wholesaler's Saleman) @7 $eaw samrdt 77
ferrart (Retarl Satesman) semram

2 T ¥ A (On the basis of Product)—F4 frrawat yi
gt (Tangible Product) =7 famr 7731 §, =t 3 srpd Tt (Inta
sgble Product) F7 | T Fegall ¥ mrr wu it frrrity @ vy
Frgr <t & | §F avgAt ¥ g9 avan, weiA, 2w aft afefee ww gy
§, Wt W vt N AT Ray &, dmr afad, G s ol
¥ giafas frar amr g )

3 feafa & s (On the basi of Position)—g3 famrat
AT AL F WA O @ §f fwy s ey TR g5 e
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a1 ot frmaat gear § R 9% § R g a § 9 WAl®
frraaat (Internal Salesmen) a7 it arge wpwT fapr @ FWE
g avar fawarat (Ex ernal Salesmen) #Y o7t @ 7a@d §1

4 qfeafas & wee (On the basis of Remuneration)—
Ermmat @ 3a9 A TR w3 i wedr ww i
A g ax qifrafier fran S aTAr 1 &9 oifeafus A fafear §
1T O ATt F1 a9 fFar T awar g

5 Fard wmre (On the basis of Customer)—T1AR 7 53
TECEF # AT % Y SowEd Tar 47 ANl Far GIET «ard
AT ST TR | T P ST & F A & mrare a1 formaain
F gl AT

6 fowm =T ¥ AR 7T (On the bais of Function)—~FrFd
wafal 71 5% FT F A 9 ot amawy fear @ awan &
iy o qaAt Y S A ATeerEar A § At AR T qrT T

1 P wwR F farm ad @ 3@ ¥ Amare ox ity fear
qrar Y

fazaaaidt & swre
(Types of Salesmen)
aitfez ¥ avfiosy fem (Department of Commerce of US A )
F war fypaata ¥ e ACmER E —
1 fawfar a1 fazasat (The Manufucturer « Salesman)
2 vy amrd #1 frrrral (The Wholecer s Salesman)
3 gea faFmal (The Retail Salesman)
4 fafrez favrrt, frrr whimar wfer (The Speenilty Sales
man cludmg Sales Engineer)
Favlsz (Canficld) X frrawgisr ) g3 wal 7 sware 77
{On the fuctional basis) frev & sFCFaay § —
| fafgsz fagrsal (Specialty Salesmen)
2 wfree fagawaf (Junor Safesmen}
3 wurek frmwat (Missionary Salesmen)
4 afees faraal (Semor Salesmen)
5 fawg mfvaar (Sales Engineer)
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6 figle farasxat (Export Salesman)

4 ST ey fAIAl X ot may a0 § WO Aaw ;A 9%
frraali § SEE AT agA foar & |l el 8 e A e
gn gw franardt ) faw ary ¥ fauw 77970 §—
frsfaet & framdat (The Manufactures Salesmen)

NF =N & FaFagat (The Wholesaler s Salesmen)
F27%T famavat (The Retail Salesmen)

frfiez Frxawat (The Specnity Salesmen)

frafer®t ¥ faFmaar (The Exporter s Salesmen)

v B W -

fantarat & fasawal
(Manufacturers Safesmen)

fied ¥ formreln wigy guw M w faww &
g —

(N & frzray Y ayF amofa w@ Fewt smmiEr 7
weae) {(Middlemen) #) 917 w7 faam 770 § )

(i) & fa¥axal ot systeesy (Consumers) { w1 &1 frzd
TWIN

¥ farmmal w1 Ke@ed Y a@ 747 Y0 Q0 Aw @ FEre
R E—

(%) waus farmeat (Poneer Salesme ) —& fygreal s
o 7E-Ag @yl F f1g A0 vow 707 § 1 UFF @raw F 7§ a8 gt
o7 fasn & sfed @t @1\ ww W fabwe atoar w1 ar waEs
& fatat & < farasatal @ ed anrd ud prE oardy A Y
arm oF g §1 38 9IR 3 fermewt e Rrwwat
(Creatnve Sale men) ¥ %1 & 1 56 99X & FrTesiat &1 4787 wyrar
qufeafir fzar st 0

R yux famar ¥ fafgrz g (Spmcral Quali tes of Pioneer
Salesmen)—TF % Yo fawwsei & fod qu Y maws -

(1) weenfazam Qar =ifgr

() T3 w27 (Initanve) 71 e S safgn

(m) wewar afm @AY =ifzy o

() =R fa®r wrr w gowr At R |

{v) =rF 9 gar sifgd

(W1} 7w qgT® X A S i o



333

(vn) sirer Fort ) Ao el ol |
(=) =il =Y dxr T =y faraedl (Dealers’ Senvice
Salesmen)—3 fagmratdl &1 Y7 wd [N TG WA
frafg =0 ¥ VW YUeey FOT W 0 Y famuEal ag dd E 6F
sTrafet & T A9 w1 w@rF IeaeT § 9997 79 ) § 93 St 31
et F W T A § | 98 AFR K fawweaidy 77 f A s
QI @AY AEL—
(+) afz w7 A0l a1 ¥ fasen AT § AV 98T fAeIRgds
foaTy &1 9974 T AMEA 1
(n) o9 ¥ swarg & ofya @@ geqd AT @At ofEd
(w) TR A gEW A FEEC ST FT AETH QKA
afam ¢
(1v) TFF & i A 1% GXTC Y gEE FETAY WA |
() "ewedt uy Ia% fAEIswial &1 999 91F 1 framas
FEFTAY 07T |
(v weEEdt uy o fasasaiE & 99 A 91 994 § Mg
T Ty FA A
(m) =vaifes wafis (Merchandising Men)—¥ g=Td oefiT
=& Pafaslt 21 Torrg 35 § ) ¥ weAw =7 ¥ @ W e af v g,
afer awer =R @ fava gfe ¥ ogme oA ) A A e ¥

® (®) =fET famal (M d Sal )
() e’ fywawat (Detarl Salesmen)
(@) warew fywmwat (Missionary Salesmen)
(=) anmfes fararst (Merchandising Salesmen)—3r i
Tt wrel 90 F v A faww gfe ¥ apss i AW 3 § 1 smoasT
& faxasal & frd e o £—
(1) % T4 (Jobbers) ¥ Fe FAT, Y 7Y A¢4T ¥ WA &7
aTrg L
() iz & Frpreaia ¥ of e wow A sfeafer T
o g g & B a0
(1) 3 ForY et ety s O ® w9y w i awA
¥ [ Fedt 8, & o fammow AR & S A N fee
T sfrfas @ B R frerfor 7 |

() ST el & fuw saF T ST W b iE
&1 §fen mn)




NV HETETAT O S STR{ET F1 AT SIS AR
(\1) T REFEST F1RTT &Y fIIAT @F I @ Tt @A
Eadl

=, frrn Ermral (Daal Salssmen)—z7 favgaatd) 77
=z & T TTH RTT F P STO7 ¥ A9 g § A o
TgF ¢ R NTTRTT A1 GNCTT TVAT P @ L TR SEIE
=iy 73 SR TErT R A Ow A E 0 TmEd, © we
T E SE A BT Erafa {70 €, 8 TR YW T
e wAfe F e s was 7§ g TR wefE &
SATEA FTUE A ST TR WO g1 W ¢F 1 g QAT §1 TN AW
ST A 3R w3 ety R fawy wd frar ), T SR
=7 fram 3 T A 597 11 ag wisfa el g AR ®i=w [
AT T RTIE, AT AT TTT Y Tz wama WO
gre <1 fFT 712077 wTR A framEeiwt sarany smE
s iz e

R AT fieNd WA E ar W qd ST get
T AE AT T A 0 HY WRATA U aWiAW F T
Rtiva ot atac ]

() N=IC ¥R @A fgrsl (Miswonary  Salesmen)—IR
% frmm e @ fstamm s fge frg st €, o WS
SRR Ay S RS Y g g §oafy Pt @ s =
ST E YR 3T € o frAmmd @t mw ane ez @1 @ fr s
AT §T AT TE % 90, q7 @ fF R feiAr oF e 8y 7
MY ET FGUW AL ATR A w7 7 PRI wew freswat O
FAFE T T RWANTTE foag w W F g 979w aw

PR AT ¥ 1 W AR ST 8 sew i ar B
L r o s |

i A & fawsrat
(Wholesaler s Salamen)

ArF =Tl BRI A o e F AT ra 24 R T
frg famaTal 817 < ¥ farreen e § 110w ¥ foe-
Toim ¥ 771 [ oF e w wy e —

(1) FT R gz mmafed § dz £ e

(0) =% 77 T T ey Fr ve ameda ¥ e @i

TR Ay ST waan S
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(w) afz T7% O G AT N AN ST Y 1 IE I
ST W YT AT Wihed |
(1) TRAY ¥ ST T AT T T FCAT AT |
(V) we wRF A A T warle F S T
'
mm%fmmﬂsﬁifm‘rhﬁamqm@
oy, MR frasat, g felm sl fasmeen g amfe
frras men ¥ FRlTn o3 ) T TR I TR B A &7 A
TR &, walw saum fagreat fafia s o &% gzer amfar
§ AR S S @ g )
geae fomaat
{Retail Salesmen)
=% femawal ¥ wym & o E—
(7) sreafen waaT &< frrawat (Internal or Store Salesmen)
(=) arg fmawt (External os Outdoor Salecmen)
(=) mrafes waay w2k frresi (Internal or Store Safesment
S ow o ¥ owad ¥ fammret wd Sl T O Ses ) wiR 9y fex
FWE | Tg ‘TTIex (Counter) faFmailsh #1773 A
ATERL § AT TR AT T AWAT W wwnlawm 4 g 9y
39 frral o A e A AN 9 ) o Fropraaia o s
=W 79 O AW I TEH O G oo R oson A
21 =9 3FM 9T f e @1 ema e i —
(1) W W AR T TIFURET AW OTAE g
=1fgl 1
(n) wgw o wEermar T ARG W awwnc a8 6y fove
=g
(m) wormy 53 v gl NmE A dN @ N
framr gt
) A T R @ o w e o
frew, fadaard @ gea M &1 9 gAr arfa
) oft mgs wer w w WA SN agd fa won wfgT o
(a) ang g farawwt (External or Outdoor Retal Sales
men)-—2 fErIRal T qAR AN W frT s a3t aegm
F famr =< §, N\ fe ofafen & ovd £ 731 1% a7 A 7 o1 A
R w frrrwnt Al Y O g amT TR E P
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o Ty freg Byar 1 51 Prrmribdy oY fre anf ot fadya vart
Wy wfe—
(+) wrevan wenfo sl & e T g e Earigetits
wiarrT ooy g wen afery dnenfein
(i) BEvETRg WY AR ICW W & i A ufg®
)

(w) st e vy o fag pae T T s T
s

(W) maw, mat sy e an Ko, aat g weas &N
wfga |

fafiez faravat
{Specialty Saelnren)

fafies famof av fatoraf 8, o a1 fufwer srreatad
Yt &0 gy W s eur e of feris O §, st d aed
&Y ]I Tt Y &Y 1 R sdy A Perrrad wor e g gT g
w3 A1l gmae €12 A & a rIr gl A e 2 e el

fasrrrais A GPATT, LA, HTRE-Et T oom aalw
W WA aifgr 1 Rl o abit Y 7 awe s faae ey
wrar § -~

(=) s ffaer faradt (Consumer Goods Speenity

Safesmicn)
(a) greqrina tafan . fafiez feerral (1ctory nd
Office Goods Spectilty Stlesmen)

(a} frr7 mhem 37 {Ses Lipncers)

(o) gmwrre me fafise Breat (Consumer G ads Speanilty
Silesmen)— A fgaFal AT s Waresn e geegfror Tr
amty, Y A1 AW, AT, D07 (Redgeriiors), gaws 11 10T
(Washiag Machnes) sifz s 91 fasg 533 ¢ bwm & frrral
T ST A wEr qv 3T TP e g oy i sy ar 91
Frrm vt a7z ¥ aIve w34y 9e0T 98 A & gafar frrgral urgTt
AFTHTT v ond i o1 T 10 a ey 1o 8y & o vy
TN gTeTav Y frr st 8, 6 sbaw Fron oy e Extnl
TR A

A% Pepmred o ar ¢ faw e wr Qar §oowa frer san
WRTCGT AU G4 Fol 28y w0 T waf Ao @ oy frat
‘:]:r‘ frvm ol ¥ far g1 P07 ey 1 B o e i guar 8,

Y O frernrad 2 sifesfor Y sl foaar 1T eyt fn
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¥ ot fommal @1 @R qfoI SO aear ¥ 1 WgR ¥ S
T FerT T 3 AT wF v FE X €1 97 7 awph ¥ fw-
i 31 oifeafas s fear ) owier @ fafre fagm
ol #r fagadar & qUd T EWT AT | 9w T 96 U €
if, S UF aF st § Qi saww

(7) sreamr T Friaw W fafae fasasal (Factory 2nd
Office Goods Specialty Salesmen)—3 fmasi F@@I @ &7
ey aRgel ©1 oA T € | SR 9, wiher i, arsTase,
o ¥R (Counting machine), fgATa Wi {Accounting machine)
o Frean geer 1A Y €105 9ee § femeidr 71 fe A
&1 9 AT g —

(1) w aEEet awdAT A9 W1 ey )

(u) SETEFT Y qAIG A A %Ay g1 =Ey

(in) aEAET AT = ETNTR@ T T e war G TR )

(1) =9 MEgE B gEEAT W g w3 A g g e |

(®) fawa sifaamn (Sales Engwicer)—famm sifasn ag -
wot gt §, S a7 Twgat {Techmeal Product) 71 famr Frav 1
TE) AFE W R 1 TR A ATy A ¥ oy
A Ee § faw sfa Farg | A frersat ww fdaen o
frgm 5l siw § 1 S 3 feasal fmr a5t a9 fre-
T & aT e a7 F e 1 egaer g § —

famtast § fasosat
{Exyporters Salesmen)

frafs frmwat ag frrasal fw g, Y ue 30 A Ter wr A
FuX ¥ AT TR K AT I 4 A frwad IR g @ s
g% 1 = frrawatst A frw andt @ fedw s g i —

{1} ammm @maﬁuhmﬁfwnﬂma‘mm@,

(n) 39 3T A awEofas @ uadifs fafy = EieRic

=fgd 1

() foegma’ & frgfa amar griy wfei

{n) =& & F g BT 70T AT g o

() 59 &9 % I I g AW frar anfa g

faatas faevaiar # 59 30 ¥ fom AR TR T A &
sanifal € aneE 7 FATRY F@r w0 s ma frafig
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geATs T T iR | T 49 it $1 AW § ae i 4T
g & e
w1l & & maE ) fGrasain & 5w
(Types of Salesmen on the basis of Field of Operation)
W a7 ¥ wrre o7 W) femraiay a1 iy far s aen
Flad e F e T T A s S AT —
(1) wwafer freagai (Indoor Saesmen), a4q1
{n) wmeim fyrsat (Traselling Salesmen)
gmfr frearat (Indoor Salesmen)—ammifes frsTsal &
fapmFst 700 €, W ATH eIy 9v F1vEA g, Wi ST 07 a%
GF AT AETT A1 AR METl § owEew a3d 20§ frmast
Frgwzt faaasen, TwATAT farmwar qor afeeedt fammrer
FETFATATT NG 773 § 1 37 frragati & awiw 49 @ar afea
T @nw gz ov fafaa sefa & 4w am §, A W=E 4 sam wew
YT 7 AT AT 7
aratis faraast 1 aegat & wwavag v @ F= @Y & a7 wq
3 AR AT AR A afed 5 e vt whio g € swng R
FamIRYE W T 1 FAN AT #1 ae] arwe farm &
wifeq (AR TR ¥ 2w A A Awg awn faT, | e
ARF YHAT W NT W FET T U9 ¥ afvafam F7A1 HEF &
a1 OF fararabn & s @dam i afdy, @y Eameatm
& fag ofreet w3 § 4 vR frTre Rt s gevy SR 3%
Y meami gt A fae fra wm 2
s farmsal (Travelhing Salemen)—ywaefia frrarat
Tl meqr A w71 fafaa e R grm o frmaw d
sl faroaaiEr 31 s o afafafy e faorrat, mfz
% ATHE & ORI A Tar 1 8 et o 3o e, 41F srfol
TR T AT F ey 7t wgewy frre ¥ fag e ey a3
s fazaeat gedm Am o (Conwumer goeds) mar
AT A Glrabnna- pnadd ) 8 6 o GV T T SR
A & f 713 €, 37 3D T fararal a8 § 0 gF, faerd
WA, YRR, Ifravd mfz-mfy gegar @1 faeg w5 @b fowm-
ot oAt AT & AT £ A0 W, TG o errarew afesan i v
o A w e, wfd oml T fopr 9T Aty MahE A
frrreet 6 B
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i fargeat A @9 A S gay §, afes AT I A
& wg¥ o g gt Wt g 1 e g e & freereia ¥
o A ) kaTss aat feen o g §, farg 91 tieex W awfi
FigF A framre &% W & 9T ¥ Fared =9 ¥ aarmn S g

Rl frrrsaia § o aeg femwat & it s g
& mfafom fea 1 &% fed —

1 g &7 ¥ ww $0E, 98 @3 47 G AT g A

2 ggda N an T Ffrw oIl fan e g
a7 e AR L

3 38 &7 &1 oy, A P @ wrEAE 31 9@ A g )

4. 7w ¥ gfa A fafa § waaa @ afg@a

5wy A waEt W owar W e R e e
Litel]

6 AvTE wigw ¥ 9w arw fafrew Gy o mw ax A fer
aifgy aan v fAfkma g & 9 At A anr w7 A Wl

7 ¥ il ¥ w5y oo & frai amvar o 0 fia

8 faw ¥ wmwy w¥d awg fadsft g At fagey amor w1 A
Y g1 =1 1

9 = T &7 & a1k N ereE aw e wEh ¢

10 wew fm e 1 Fofe fae® = o0 § g3 9T gy
Lutcll

famaaaint £ w1d
(Funetion of Salesmen)

foraiet @ mw & frwa 21 afew R o w A asv g
% & 33 wgE T fow @RE —

1 e s w1 faww aifge du t@mr—farmrait &
ug 5a% 13 A g w7 g 1 afe ferreat e enareag o
gw &Y AT o1 BT g, W 9A W AT W A T AT
&7 & & 3 ey, fre¥ Ty w9 @ik 11 @ A ¥ w d fre
sreiaa e ot 7% 1 gl A, e frraeat wwoed &, O o mox
wwited arEEt ¥ Kz 0 § 9 s ﬁ':qwrfza::w,gzq;zquf,
g, FTAN, MR [ 91 @ 0w I, Faud wrrerwar oy =
s et ar faamr ar g

2. T3 o WA—AMEYE X GH AT o oy an
famat 7 97 FOC AL B 3 | AT TR B HT R
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= et R s B A s ahaia Ty s w5 fzy ) wvaT
TSR Y GRSR AT AV ST e F WWWW
raﬂﬁTWﬂ'ﬁ???l“’ﬁh‘WTﬂﬂmugﬁm
7 A vm B emod frmes 71 ) e wfenfEr ¥ s
et § wAFTT 5T At & aferaw 7 S i

3 wir @ tEw® gE A Sm g e e
frmam A R N Tw w0 frrrmis A shfe A
wzir <fwet AaT T T E

4 TFEIe SRR W W FN—IF OF a7eaqd a7 8 f
SaE SET ¥ F=37 F1 §aF 59 97 fTm a @1 s 9
—%7 frva T o 3791 I A AmI F W19 gE] e 91
qE FON Y A ARG &F A f2a qe son g 3y «ft fawma
T qg g7 F U FAFAT SFE AT 2 1 9 wIeEeE O § | s
TTEIC AT OF FTA9AT A Al g5 AT E ( wpw § |or ow
faTa et FY T AT g9 et A A elEy vy Wiy 1

5 wEaTm § 3 W Sons—Tyarath 9 srgeT A1
MITEA XA T AR W [oTE TN ey o afy qge gy
MATFA & 7oy &7 S frrer A koA, A froowetn §1ames
TTEY &7 F5TF &1 ARA T G SAAS § T4T 9T 97T AT AUy 1

6. TR F AT WA —fTFIEATN ¥ f 37 T weafaw
mrA T A amrE 78 37 fawsE i w® ae o s oaw
A TIRfRIAA RN AW 3T A Wy Ay A k97w Y
s, fafsd < arh |- 9 7 @W  wwiw AR e
\Subswater) 7717 wifs FT qU FW M wrier ¢y wfafis 9w
T T AT F1 A T A I IR ;s

7 WEx =1 swfadt @ frermt 77 sfm sov——=d fremrai
TI qETT F1 FfeAIEAT wEHW g fws §1 T F wamgEF
g E SR TR 3% 3T A faeakanh Y gww 9 wwfadr
@ farmaAt F T agT Y EwE =Y R T owmfiy o mmaer R o
Gz sy arrer v s Cw ok fr amgr sk g S
A sarm & & ©f BT s i woaf s
Grevat a7 ofe @7 7 9% TR APl @ weT @ aerarmia ¥
fa =3 My 3 S R

8. UET ¥ 77 W WA X ITF HTA wigIEar A7
TRE G e TR TA g WA fahm i w
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wegui g fafag G 8, @ wrge § A1 %7 57 fdg $Tar oF geen
AT G wvg fomsaid 77 wmE S iommR =y
AT NG R TAT I9F G99 & FEAANT { AT € )

9. wgH N TegHr F fufra it & wamw wow—wg faaw
Ay 77 95 st oF A<t 2, 5 ¥ o= wgEr A7 qF 397 7 frinw
sy & off wema 79 0

10 ‘Farmoawig @' swT—faEasenal 31 mwashw g F
amﬁmmﬁ-rm 7 & aR ff ;as @0 ST 7K 55
oI I fAmawT T § GE A1 aEw #F A g eaf A
a7 a@ €, fr 3 nomw & gfaar swaer A § o AW goeny &7
gfam gar gy Fa57 oo R’ sww S5 MEET F e 7
F97 39T 675

s & fag s

1 famaen F FUEIy & 9 T T W g ?
What are the hases of classification of salesmen ?
frataeh 5 frmsam st ailsg Aifsg g7 9% 59
T
Classify manufacturer s salesmen and discuss their functions
T &7 & qE 97 fEqT ywR ¢ fawaset 25 & P 9w et
FT TF Fifad
What are the types of salesmen on the basis of their area of
work ? Discuss their functions

4 s § STATE S T AT A4d |
Discuss general functions of salesmen

~

-



fawagatst @1 @
(Selection of Salesman}
“The Successful salesmaen i< sull the hardest man fo spot by

ey or rdersiens ir any other hiring rechnque”’
— Fortune magarire.

FAFR 3T 7 AT WA ¥ 77 97 W A E A A
Frrm 1 fasr 37 w9 a2 fErs ey o TOw e ar
i F Rm s R oTY F v v A pg ¥ ¥ wfenfEr T
73 @nyafes =51 1 sam 79 @ § 1 37 fag freaeat afvad
£\ 7w A ferrwatdt Pyt 79 A w7 et
o7 AR AT f1TE A Y 2 s frvmeaim e ader
1 3f ST A T T fIUT WISt ¥ 958 07 SEag 4ant
2y e F W F frr el o el drmmn A a5 6w
s gra wfaT sef s AT e ean @ st s gaRn 9 i
=1 AT SR 2, 1 forTenidi ¥ 3f s § 9em o
Ziw gz vmAr 3

o’

T8 7 aforrr g3 wd
(Defimtion and Mearmng)

3@ 4reT (Dale Yoder) ¥ w3 ‘9@ 17 sfrar 2 famy
frafis & it 71 Q1 Afget & fover frar smar §—5 frey Fagfe a1
T Fon ¢ s R (g Grf o1 send ad gy 1

st &g fafsy s T wg sifmr ey S o qrrg
g & % offat & ofzr @mar & A% oo §, 99 @7 meg el
PSR £5 3F2 03 9 A wEETanaT af w9 e g ow
frmFerd L

L. Sclectionss the precess in which candidates for emoloseent are dinided
1010 two ¢ dvies—tkase who are to be offered empiovrent and thowe who
are noc Dale Yeder, Perv n o) Maoagement and Iodustnial Relatioas,

3
o320
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TR T ARIATAL
{Need for Seleetion)

uF qeat § MEATTIHT F T 3 ymEsal 55 orom ¥ @
Y 3 1 ada e et s o ewe wo 9w £ aaen
1 51 wfew Frrreeds B grrme v g, & frrerahd T IaT
FAT AT L VT TR AOWAT f{AAI<hiqe 3 A 17 mwwe
T ar & awlt Y .

1. Grxealdll ™ WA (Salesman > Turn-over)—37 UF
arwm g g B ST wen i Prrmssidl 71 mar oF Jen St @t
21 wdv sl fomrel =3 9@ @ Y gea s Tigg ) @
SaFY Reqr & Faaret ¥ f2an wmar 3 @@ ferrrminn 1 @l e
¥ =y §F 7 [T GAW AR QA SE S A § IR &6t 7 Orates
¥ s 1 O § 91 § W0, 39 G900 &1 SRR 20 91 1 T
Tl S WA FTEW GIR TR §) oA fafr B o 9 s
FET R GEAT At 1 w9} vl «Nwd & Aen =g A
frrasaldi @1 fsmxd 3 ¥ 5% FRw g avg 2 ST w48
frzat STV Gl TAT §FAY IS (T G F A9AT &
A wEaT e AT AR 41 ¥ T SR £ v ay qfcfertr
¥ uE wEar #) RS AT A AW a0

2 wear 71 faer (Growth of Oreantswon)—afam g §
=g 7z fawra & faFmw g w9 G| saEarior aead @y g8
i @ 1§ A I T A ST wdfsg ornE ¥ fag wees
sEe X F £ 1 RGN, T ww AT 1 &R o A av fm A
TaFT faeenndy A1 K ¥ @ g amemiar Ao akad
AN FT T FF AAGH 1 F I W ST A0 TG
g1 w et g BRI @ qfew Blew & oo qeed aw
WE FANT TAF T F AW A F owmes g ofyw
feraeard A fafr sEl e @ 2

S e & A
(Advartages of Proper Selection)

g ¥ faFameidt w1 A a7 @ v @ o won arfer o
sfm gme 77% § ‘efm e avsfam mfe (‘Round pegs
round boles and <quare pegs in <quate holes ) Fr faafy & w1
aF{l & A1 ARAT 1 ERE T ALEAT T AFAT S 1 @@ (Nystrom)
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% st ¢ e g Frnrail @ wad A1 67 7§, 9 e
Fatar t qaic wear qAk AN A Ay s §, 4% oh afia fara
[T A ALAT , 4T AORGAR AT arqi fawn |57 & wAwaw A
aaEn § 1 wIaT 3fE g d e are fa g —

1 eifaa miga (Limited  Turnover)—3f9a@ 9F1¢ § d
T F1 o 1eram a8 & R frrasatd @ aada @ifa @@
7 AR AT faraanin % ffs T et esdl §0

2 famueaidt X &7 =@ (Decreases Cost of Sales Force)—
3%a 9w & AT T 71 07 AN A5 Qar g frrwatEr Wy
@ TG | A & @ W we dam f frraetan o fran
S T AW T G AAT § 1 0F qeamw § ag w07 A1 § O At v
¥ o frroral & oAl gur A s Pgfe &3, @41 e €98
T ATEA T Y G qF AT S FToATAT 7813 TR AW
GsA R AG Tee g T owEds & Aw @ ¥ fFrnasih o dn e
g & TH G MY | AT QR A eafert & far JWA q4T Sf0R@ Y
azgan ot AEY HAT 9%

3 sfasm R @ mEmmwar (Latle Need for Truming)—
Sfeq g7 & 97 70 farm reriet 1 afverm o 7 290 oA &0 zax
afafve, 37 oianga 79 wwa ¥ @ whrww fear @ arar g et
3faT 951 ¥ T (A fararat @Eag 993w q@a At dtmar
T EA E |

4 mifum fawm (Increases S ies Volume)—u=g farrwal gt
e fair s ww & wafe sfaw gere & gy fear v Ay A e
¥ ooy A1 A9 AR 39T g Y ;s faad qaaens wg
¥ ofas gar g

5 forn wdmifedt & wdwe (Increases Morale of Sates
Personnel}—3faq 97T & AWT FW  9INT T X Far dwar
FIATT QT ATRT F1 700w @17 faa¥ § wear ¥ farw sdmfedt o1 @
agr afed @it we=tlear a7 ot w6 gEAr |

6 wem st enfa f 3fg (Increses Goodwill of the Institu
tion)- %%y farawl 9dd awar Y wfy ¥ofe T@ 1 Agedw
(Nystrom) & feer &F forar & 5 mgs €1 dfer & Farazal @ arar 3
af ag w=ar s A st B, @ qrewt ¥ avar % ook« megr
@ a7 wxdt &1 (In the oys of the buyer, the salesman 1s the
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compzny  If he makes a poor impresston, the compnv s libely
to have @ poor reputation with 1ts customers *' Nystrom)

7 wey nfumfcdl # wifa (Avulabily of Goeds Executr-
\es)—uqANFT ¥ oy M@ gl § 15 wfaser 559 wfrd agy
fraw By fmw ¥y we ¥ Bd (H B Maynard Presdent,
Method Epgin=enng Council) ¥ wf1 % 56 sfaa & & afax
et & w3 ar of g faere ¥y @ an T =t fvi fawrr
gafmfm e 97 wwgmam§) ez ife o o o
afirerd dar 70 S wgw & frg oz odr e §, wafs frmsoin
1 g7 3faa 9w § &)

sfag gr@ & gafara
(Bad Effects of Poor Selection)
S E T A WA H I Y R AT oewa g e
gAfa [1F & SR § gfanm @ e7a &1 feu sl g gel 4
girar d feg wmogeRaET N AT R R E
| AICHR T T OF SRR A A S i |
e {1

2 TN YRR 9 ATH THF AL 86T § 4T frragain
T U IS R X TEEA T ARE § OUY wAT W
are w37 frmst offmn L 9@ T e wgw 9 <fs,
AT 07 aagR F AR ¥ WA TE @ AT qEAT F
wFET v 9% 9% faw | gwT 9 s g )

3 Frgyaldi § Sfd sTR A S A 99§ s feewl &

F03 3 A W g
4 AR AR farai o § 9fEw T 3es q@ ooy

3o i mard i @Aifs wi Y 33 B wehrd

REGIA
5 dear A onf 9% =dd gwE s=ar d

T $T TG T TE A a1
{Essentials for Selectiop)

Frraeain & fafgaq 997 v & 70 T8 @t o e 2w

TEITAT § ) W GF O q87 fralafay J &1 e o
wifgd -
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| o a7 B wgTAqm g IRnd afed B e
qifgr W frwa TR F AR @ A Tea wEfeT deaE uF TR
< g

2 =avs & o Afew W atg Ay @ A T A wged T
AT wfgd

3 5 R eald T age 9397, qf¥ dvgEr g AT AT
wgeT yar wfge |

IS

FarT & fruffar aatit @1 oafy maa 130 A
a7 fafg 77 o7 @z G A0 |
17T e a1 & fan wan v qara fafet svr el
1 SfFAr ¥ ST w Y ANE AT AT BRI Sl |
ana 7 faf g bt arfgk
[N WA WOHAIT AT TATG F AT ALY AT sy )
10 A g agar N gEea Dy § age et g
Il 99 AT g &7 A gF SadaE T oarmeq g )
A i ar =g
fazogais & g T
{Lunction of Scluttion of Salesmen)
frrmratfl st TE warr Ay Y 1w a0 Mg
T3 At A faffmg AT orar g ¢ armend fragab A e oo
qug A 7 50 73R —
I fazrrabl @Y sz (v ) @ frsifea w20
1 feragabar ) arar (Numba ) fraffaa war
N fayarainy & &xd 1 Fayifeg 7o
WV savr afEy w frotfeg s
ST &F 7 A Tl At fasre @ weaat awd
1 fazaainl & spfa o frafn
(Determiration of the Nature or Type of Salesmen)
vaR e F) fEEall w1 o4IE Ty w A
Y iy amfes wfitis a@mfes fafgr Qv @ s
frutfa w2 var wifge ) fagasai @1 qaw 7@ qwg o andy
T @ { W & fAg g o segw fraveat s Gy ar av
g afe m awt Y 9g? § fautim o@ T s e v A
atew, Y aeat { wgme frrarat qw st womacy feraratay w
Arga (Turn over) 33 FAM R Agat 91 ATEWT & 16 97 0T

o

9
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gug ead 49T S 1 T W (Nystrom) 3 g A 9T 3
21 g fomt & fr “wrErtgEs Ranadtdt @ sgfe sme @ faka
wow, o ool § TaEngEE T W agEy o § 1 (Carefully
pre-determined standards are prerequiste to the eftecient selection
of s:les personrel—Nystrom) fireg frarraiar a7 agfy ot adt 7t
fraifo « 001 0F 9T T1F A9 § 1 OF AEET 81 0 w9 QU FE
FReR FE FWIAE (7)) T famw, qar (3) T fae-
Fatal 1 TR |

(57) w1 Faeaqm (Job Analysis)

v frRew fama s w1 o eIy e g, e era
faxa yavam a7 w1 A §, f5 7w framwat Y AwIwdad
5 fra afifoafiY ¥ 59 R qav e Fl Y qu 23 ¥ fag gwr
firw fr AvmaEd #1{F0 AEmE £ TR TR Y, S fastuw e
& fug foe frad QO st = € (F) #14 faaww, aa (@) e
fafrez fragw (

(%) #1d faaw (Job Descnption)—Fazae=ibsh ot wfy =
frgiwg aslt frar = @ an §, wafs sfag o= ¥ o frean o
< fagr am 1 w1 faRw oF o faaa €, el Swesd g@ A
i woz o d frar s § fr o= faamel s a9 s<h §a
oF fam dmF Fraa § fr o famw @ 4 swR D gEand w
Y Tl s gt maEran @37 it S 3o
T 3 g TEEEarE g ¥ fow aF .y W G
Tl

(1) ur fowreal €1 vt aeget, 9anh miz & O & forfer
AW T AT €T Y, 98 5 g wow e W) se g
aF, gat (1) s frral AT 0d gl a5 an g 3 wdr
331% 33 & faw fm T e & swEr @y i

F1J foym GO13 73 gen ged 9TT T T B oamer &
R W A gk | TgAw e § B awean  FomwdtE a ag
far &1 f 1 8, g v wen W AR fafe, sfoorgions
feafa oom wan Sl §1 3@ sFR Ty SN ¥ 9w <o 5 QAT A
7] & o R s feafead SR v ol e dome Ay
|AY ST QA0 R AN € § w5 S e e e
= & sr T wwlfe gend siw o vy wifd ¢
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o

(1) ag 3 eerAEaT o TEPTAIEET ¥ AT |
(

) fagaam TE AT Q1 07 AR A0 v GAAT T
FeTATNT TF AT

(1) @ey Y from 1 S gt Ay A
(v == & fava 7 mA 3t ararm

() 7#1 ¥ fa7a *t grarmam
(

) faTx quzd @ wat e q 10 nfasifar gz @ 7 aafar
TAFI |

(v ) mfeafas 1 fif1e
(v ) faxa aug @ avar Y s
(x) =mArazar g a=vafr aif s
() ofa fafmes faaear (My S ec fication)—=1 F17 fraTm
qIR F a7 W FT foar wnar g 6 Fodt owgF 17 q¥ T @ Ars
farEat 21 TR & T frx fom afefafi @ @ d—an B
grarar afF Toz 310 Agr F@IE TA fIIUT W OIT
uRAAT AT I frA omr el g 7 frgwn w aarg o
Al TT U FW K FAg mrrar Aim g A ag i (1P frrag
7 fam gAam @ Ay 2
(1} A Trear goer agaedt mrgm mfz oz
() mefam 3faa (7o ambe sg9a  afifad @dTEr
= mfg
(

WHE THTF qAr 7 g a7 A3 7T 96T
FIHF AT Ty

() % maaa
Uv) afarrr og ifr—r £) 337 w7 3 wman
()

v} TRE arntEF aueir @ awewar anfer feafn fate
afer mrfz

(v1) sawws o

59 ST &7 A1 e 2t wemaq & a1 frvam g fear
SR & T Ag 97 7 fr sqwar & oo w O fe A a
wafe Y wEEar § e
(a) aamT faFawaian a1 gy

(Review of the Present Salesmen)

formram A wzft 71 Al 7w 7 B0 qram fran
T REAT @ S g qugEE AR 3 ol qenr 41
TAETA a1 97 g9 §
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(v} %}fwwr{%"rwﬁ%#mmﬁm I FET AT FAFT
qer

(n) ¥ srR @I A7

(i) 3w firer o @< fa § 2

() & fir waw & arieanfer awmar & o §, mfemfz

agam FrrEain & @ g I a7 I Fui ¥ @
gt wfaRdr, afema ez ot & oeq faur @1 aFar g0 s
Al g fiE (Annuat Confidential Report) #7 %% 39 a7
¥ geRaT FoRT T GF9T & ¢ 59 wO4e= ) Agnar ¥ 4g s few s
awar § fo whaea 7 fea woe S wiafos aivieafar, faen, s
el a1 =fw Gt s wer F farg v A st awsagdy @
FTTERN .

I fasraaain & aean &1 fRafag
{Determinicg the Number of Salesmen)

farasatdl & St &t § §d gady ' ag Al § f aear
a1 fra® frameatst N wamear § 7 Tmmwatar g aoar s faba
FW AN FE I A AW R @Al 291 § ) ey e e andt
w1 W { @I § framse i # gear o faeior e @

(1) =@ favw 779,

() afs fmrat oo ferg s,

(m) adfar ¥ fermrata at e, qor

(1v) frpreqll #1 smad3 (Turn-over) 4

AT A ¥ e st W qen 1 sty faw
T ¥ a6 far o asar g

_ s
N‘T +T(s p)

=iy N=%(l+l)

gt aT N @ qras Gresaiat 9t g,
S & ared Wiy frvm e,

b o aread gt farmset gra favm a agam,
T #1 q«d RFAFAE T A@AT

TRl TERTRE wowwew § 5 geRr ameh ad &
%o 10,00,00,000 — =1 fopr v @1 39T uwSw Preerwad wo
1,00,000 ~ &7 fra% = gy frey ol & afudw sgamy £ 6%
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frraatun 71wt sas 10 sfetr § 1 adwrT A qdra famrat
900 21

o3 T pmew fwraTwoagwa rTAra e f ey
TzeaT TUAn an q fran Poparain 1Y srmrar a3

1000 000 10
N= 100 uu[\_( H'TJ[T)
1000~ 1 10
= 1100

- AT 10 TAT T owmed aw T owrdy frra wm g
T fAm g we T 1100 FreaTaim A mererer a3 frg
TR A wEAr 7 400 frRarat aw 37 g ) mAeq 3 A
200 {1100 900) 7 froavais €Y @ T@TT ey TT 200
fagaE € i 100 fBraramn pm frrrraiat a1 sqm a9 Wi
AWy ad ¥ 100 faraTAE ¥ ae A g T A% art a1 aquy
% 1 ag wAWA AV 47 e aa T oasr w qEandy a W

RV -
T3 1000 fa'm'r;ﬁ( m”””" 1000) g qar fard

Al AT ATAT 10 afa’rr #1oTa wyre 100 frrral
1000 > %7100 )ﬂmr A FTTATT & y0d 100
fazrraldt Y WT aTAT 7T = 0A A aey ¥ A or ant 100
frgmamiat MY arearar qaEn v fer T 6o oAy o Y adr
11 7@ faar sy
WA AT WTE 97 7 v ufry froga o w faag
Fatar & afem s e nr aw v own A e g ae
sPraet M3 T1 AT W vAEy fowv g frrresia O woenT goar
W AU T W =
fazmaaim £ wdt @ wat 1 fafa
(Determmnation of Souices of Re rostmunt of Salesmen)
frezaaiar a1 937 79 A qd ot ¢ Ry ar o
frarag 7 AT A frmrrnin & A T wr oeq @y wE w
faaifza T TomnT fran s avar ¢
(%) mrafr ma qar
(3) ara &
(m) fawarain & wwale @a
{Internal Sources of Salesmen})
% weard wuR g pAmiay & a1 9a¥ anan i fraraid)



K

P urg FUAT | AWag ¥, TF OF Ao Ata £ 59 WA &1 g
w1 § 33 W i faew G o e @

1z faaelt & oW & A wAIQ (Present Empolyees
n some other Departments)—sia CF §&ai & &% faww ©7 39-
e % § ot g fawm & afafew framy ¥ ofr w5 08 arfw @
www 3, faiy For v 31 when of Qi ar faey vk o wper @ @t
¥ firen @ %Y w@iveTX T S1E g L feafy i faeer oaeasy
o E Y A e i e gk Fe g A i ag ot 7@
sy gy, PR wOtan &1 @R SSIT ATg A9Y FRAW B AT F9A
A foer w0 X o3y g fog 9, ag wawms a4 g0 fewasat
1 %1 U fafoee & A QU FAE forg fefise dwaar &
mraTTar gEr | 94 a7 39 wewrar ¥ fpawd 90§ F
o A T g @, a7 g% Iy O w A T Fan i@

am—sa A § frdaidl #Y w3y feafafee @
qrv B S g

(1) R safeenit #Y wTAAET QAT ATTHW FT TAAY T gerrEA
fen s awar 0

(u) U eafw qenr (el shagr, b, ik v a
Y W § | FE Ivg ¥ AT T a6 A AraRawar Agr @l 3 1

(n) S qETdV v qFNT wr Faiaaray & arc ¥ o swrmd
et &1 o sfteg A fadd WA OF 9T A @ g ST s

G CE eafw awraa e faz i 8

(v) wdarieh 1 aARa 4¢a1 997 39 wradwan fsdt 2

Qu—w A & Freal N s sW g7 W qr dod
& ¥ fyem gmre g—

(1) faroand & fafime @@ R7 9IgE FY wEaEEA Qdt g W
T ATt & e T@ g st

(n) w8 @ ¥ frmaeal 9ra 59 ¥ 99 @9 5w aAr
@

2 famsaist qar wa sdafod @ fawfor (Recomenda
tions of Salesmen and other Imployees)—aft wifF 77 weald a3y
e frprrate au we FAAf 8 o9 felt Raberd ar e
Vot zafer & w00 @1 garE A T TG 00T AL F A
A 5oy frraswi & 90 % gewl #1 o) frmewi ® sv y
TR & & 7 srafirn 3§
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amnm R W A fgEral wer w0 9T A 1T am I
vy fr fromma freretawr Foooan art § s afafe
sqmfent tor froer e v w3 W o d e wlawonr oy
farfvy (fr ¢ oaemE A EEAT AT TT L TR AT W ) e
fpdt o 7T A € A TR T ot gy afe
g wfrwfer e T Ry fanifer A s T
e e o AT Y wr BT T Ny ey e v
aeafrt U TUEa A T T e

(@) fraaala o1 wqt § agy O
{1 xterral Sonrees of Rucrmiment of Salesmen)

FrrrT Ba Frar Teror f30 7 Ay F )y wrs o den
frat fr i A frvaT T AT T AT N Y A e Yy wr o whie
T AN TS S AT Xy g sy e wn afefefe w
AT T U Y AT AT s T3 iy
T 7T R KA TR AW P T (VAT

tqx faraest (F emo S o men)

FERT A 47 G A 3 WY T VT 9wy e A
frmram e car (L ) fomn w2 cer wfafor
AR A EEL L RIS IR ER LD S I Ede S i i o
SHURE AT W ORTTL WY 20 A e oo Y frrret rear ¢ q7 fars
FTUACEY AT 0T ITAm A oy e AT oy a7 o7
WAT AT S T G TE A0 T e T e e
Ay sl e e ax (ot v wfacar ar { de] o i AT
MTrT T YIuF vt Bk vewr wf o

s I A ATy 0T vy Pt e g et [

{1 faerrn 1A w Yy
{w) BTy Safmm 1 % oam greren W
gt B

() oo f2737 1181 77 qrarft « b 2o fome 1 armwe

Wiy e Srerr S gy amt T oawrrw oy oA
anm

A3 ACA FrErTner Tt e fy 7o D wew
P oA furaTRE - ’
() foft it eafd v owrmaw Y awrt ¥ S e m R
aif ferad a7 7 3 ) Sarvere wr enfn oy 7 qr xS
wx el wrfe ¥ ey a7 w8

|
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(n) smafaw gr afcadaeia § 1 afc aagph A aRAIT 07 TR
sgfa & ofeada av fear o &, 1 9 fawreals &1 0
sifirsrar 2 T TEEFAT 9% qEAT
() afe @ Frmai 7wy @ gF w1 e g, 91 AR
5 waftr, q=ivE ife = Y A § ) affefy i
frraraiat 2 sRry 3 A srawEn w4 E
2. ¥R SWAT 9% (Applications on the Gate)
Tt £ STIE TIAr qUIAT a e far qed @TO AN A
JT 2 &)1 T grdan oY B Y @@ W@ T4 9% 47 (Appliation
‘on the gate’ or Un-solicited applications or Casual applications)
&30 § 1 19 wear B farrawa i €Y weRaTar asdrg @ 9 o
sefar ot A EgE T a Mg g =Y AW W
TEaTY |
%ﬂm—zu e &1 T B A Freafafad @ e gy E—
(1) faFrEaii 3 W@ A Fuq T EE ST A TN
Lec kA
(n) T& famsamr 51 gfes F@q o 98 W@ 9=ar §0
dlg—3F @ & T9 YA <19 W TR §—
(1) & wifedt & g5 diarsi o1 wws g g5ar § )
(n) U i 7 Sravm ot s 9, wafs ¥ AJmnd
#t frafe & &1 e 3 B <Y qEawEy ¥ i aw E)

(m) X ardr o gofi sreT X oo gem IO gAY an
i s

() I =T @S we @ifwa g
3 fame (Advertisernents)

FRTER 991 7 a0 T et awifes afasm 1 el 9
Wi frrma R S E L armIeeR & oF WA $9% 9 21
AR A ¥ Y T AR Fagmen &Y s Y S wifgd, fred oy
=% wafs W a1 fmeal & w F R waer ST W

SAER 57 7 FE werd o faams wwr T SR W E A
FHEW A AW e ¥ gwe ad g% W E 99 e i
1% faar WmaT £ AV S¥  Open advertisement #&% § aoT 5@ AT gt
fmm sran & &Y 3% *Blind Advertisement’ F7¥ £ 1 F% A% 77 Raw @@
qr war & 5 wL a9 qend fmEn ¥ o i ) R
RRET T U 07 & i A w1 v o ag wend R ey
Frromat sve wY A 9R §, 7 o famow ¥ W AR AN g
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e ua eqde ST qeArs AY faamE WA q3W &y aifgy, aifs
3 FAFAT fagaTat A aF 1

am_frmer gy faTmaahi A wdf AT [H WA
TFL2—

(1) Faa ot et Farga giar & 1 TR fararat wea fry
s AFR R

() Terts g Aens qAY A § FAGR T gAAN
FET I FT AFAT § 1

(w) wE g AP AT T A g frrral S
T @Y g

da—z@ o & frafafad 33 <19 g—

(1) faame s @A vt Faegd G & wAT A 97 40 Ei
& owd gadY gEdl w0 T T AT )

(n) A 37 fawEA ¥ 9T A A wiea wa ot frEe-
Faf ¥z & fag wazq 7w ¥ fgmfrag

() T @R fgAr A ¥ faama Ay gz wed Avgaed T
aafiwit w1 waE &3 T faw swenfga w8 Fea ar avar @10

4 wgifray, wga it (Colleges, School et )

agrfaAT gy e & R w2 wet ¥ sfradt awi g el
ar feedmy @ 7 fa B oma S ot et 7 ey A v
A ¥ ff il & gy ¥ Ay A T AFAT § 4

wE wend 1% fag A farrate 9% wdt i agfeae
oF T ATV 0=F G B, I FAAT ey 7 G gy a AN
F gEd ARl a1 T § aree § wes e q-zqqaa & & gra-
g & fra 5 & o) manT gwed @ o 79y 187 Far T @R AT
a9t Y& | 7 SF IZ A gom T 37 arin O wd fre-
Fraldl & €7 8 T I AR e wiar )

SA—T G T AW T 3 freafafas g o 8—

(1) €0 AEWMFARER FWA gEAER T 79 Prav Al
aFACE |

() =, EANY A1, AR, o O dew F oA
s qAT € ¥ @l srarrd o sy §

() wrAmEr 77 UT o WA A I

(1) ra &< &y ot farsT mmy @a
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qq-- ¥/ "id F THF Q9§ T E—

(1) @zl e wewn b fog svge &, i fafiw sfEn
¥ ¥ sfafify Y T8 oAy ¥ AT ¥ AT |

(n) mmmﬁwvﬁﬁﬁé\mﬁ?@m“ﬁ@-ﬁ
¥ FET Y qAr gEaT E 0 G fealy ¥ qewr @ wgfawen e
Tz gl et &, 8 aga wfaw = AT d

(1) SEHI ARQ@TATH F (4T 7 AT FT AUD 77vT A E )
AT BIR grd weand gy € ar3 @ adr foAn €1 daR
17 ¥ gy ong AR & gewd A arT §1
5. s matan (Employment Exchanges)

e & Q9IR Ftn femmatn O R T R F e R aw
fra a1 a3w &1 FAREr B 1 v gmim g, e demm st
(Emplovment Agencies) &5q & 1 sRIGH ¥ R sifumg = wa
agsfar Ty &t § § ) et & B S wfaTon 1 9w SR
e et R Taw | ¥, wale anate & 5 afawa fes
BT A Tt 794 § ) e X ¥ 5 9F g w9 § s ww g n
gt frrdw FoE gET Acnd R fGAW R AR ERE A
| ¥ R 99 F7 R et #1 QIO FT (Employment
Lichanges) T2 €1

St afs Af Frar &gy § & g e awmi § gz
FLETOF 1 ZA TR SOAMT FAIRT F AW ;0T Foam a3
g TR 1 w0 A A, fai fawawatEn ®1 wEmasa g 8, 9
QSN FTaia 7Y (e ist 1 are@rg, agwa, @5 miE fawst
¥ W § 1 wa% whifos a8 geoT 7 o e W T R, o od Brad
fesraFaist 3 FETTAVE | AHOT FAT 2T T 7 ¥ AW TS
AR are eafedl §1 SlewT AV AW A 08 §en A AT T g |
A0 AR, TR FTEAT W grateua §ovemre wteat (Fad anr aea
FTNS §) T o 7 &1 AV GNAT 0 T %, 6 A Feaw w a1
€0 AT AR FAW qF AR Arais 65aT 31 fesat 9
wifed T 99w T WTE, 41 gy 5K I 2R F Qemre wror
&R I S gETAr FAT g0

AE—ATG F AT FAFT ¥ Al w5 ¥ e
AT Y AT E—

(1) & a3 § 3 am ad s e g

{1} wEsE farifet 78 s o §

() SN oy g1
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(n) waraes ags a9 dvar W sdA O A G 1 W
Seit R 4 Y AT OF 97 077 TG AT

AG—(1) FEAT AV TAT FAAAT AATT G AT E 1

(1) ST wrates 8 4t ard A A AT g F S
%% qre FUT oTFRAT ¥ AT T T OrF AL IFT T !

() YR YAt i SR & AT | e defeE S
AT M A A qEA T § ) 9y " g Tt gafaa N
Y ARG & A E

(1) IR FEET 38 gr mER TR & e R T,
AT 9T AT A AT A4H |
6 wfarugt aead (Competitine Institation)

ATAIGA A1 W 3T AfreeE aead @ E faair & Y
framat wiev el T ATA ¥ 1 gEETON UF 39T AT A gen ¥
I %ed gar T3 A AeI whrer i awand § \ WA OF AT IR
A=Y qear AN T A AT FEq F fawrwal # g agt W
qEAL !

WR—S TS FEAEY A fgEAt STy 707 & A a3
H

(1) ok vt aaad S 3
(v} oF fagsea @) fadte sfrwg @ & wEEsar @
AL
(m) ¥ fayzrst @ g w@ § awex am faar
AATE
(v) ¥ sfrevg o wel) gETE ATRRT B ATE 24
(V) @' AR I T @ qu aw T P g
QAT AN T P g0 sk T Hrw ¥ rvawal wrd FQ B
fra QT §—
(1) waATE a7 Fommata @ wer 5y e foe-
FAEl 7Y W wfyr Faw ¥ vE
(v) BF fesasat smar dma gfs A ate g v @ aw
T A F4TH G AR GRAT T AW L |
s gEg (Other Institutions)
w0 ol sfrerd] wead & wfefow meadt B o mear
frrmwat S FT GO § 1 STzad afx 73 S @1 ge wwEr
% AT FET ¥ @ A WY qrelt AU ¥, wNF A9y Ay gear
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o geE A AR e ¥ feREl e v o Y, A T oA
e ¥ wre faerawatl 793 1
am—g @ ¥ frmeat mw 5@ § feafafew @
T §—
(1) == gerst ¥ s frprwat frege A% Remrswid 81
g § Ara: wfas 1w g9 8
(u) i Pt &) mAFT anaarfaE S F sfra 3
TR TR I
Fra—@ 3T 5 THC §—
(1) e & oratfy® A w e A §AT § 1 Fa9 qrrg

FrRAIE 9 gt 1

(u) T frwawaia @1t A4 frmasatn @ gEw & afaw
auferfis 3 Tt &1

(m) =Y gear @ FEGAT F g ¥ @ aRQE show
FMEIEI

8. qEar ¥ Wiw P w0 A fEenswi (Salesmen Makng Calls
on the Institution)

TelF qeq BT gall gernlt & fAwsTl A Am a9 &
oy WIS Waw a9 fgmya fogsalsia g @
e swd Rl 4vg frrreatdl ) 97 e &1

ww—iy frmaair @1 T & fre e §—

(1) frmeats e @ hafs b F st ad @ gm
LG S AT 0

(n) afFew X 3 aEeewar aga § F @ TE d

(m)  fasrmert agwet & 2

Fa—aq frrsatr &1 2% ¥ fng ad g At § —

(1) afasrm eI g

(1) o= GT9T T 9@ 71 WG ST WL |

{m) & aER Ama gy W T T §

9. wrgFt T st (Employecs of Customers)

3% TONE M AREr T FIAE A SN 5wy e &
YR qRE T & rafrrar ¥ & § (el argat ¥ ared g s
A% ard miv agE ¥ 1) T weand oy wwEEr A ag P s
&1 § 0F 7 A ol A $U | wHeif ¥ ¥ e S o
far g7 afed ¥ wm A fawfa 78, ST T vE & Aeew
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9z UTAFR §F ¢ NI T SR ALaT T YT 97 A A B ﬁ_?q o
asy ffﬁ @ arreg X apT & T @ wway awr i e
Tatel & T7 9 2% F qf e § sy ey waey B AN wifgd
A% - W frpaTal o T & fTER A AT
(1) L& frToeia @ T F OO @3 AT @ E AR d
X SRTTE T § 1w ST 9% T e wd F =
() o8 FrrrreiR d TR A A AT SE e S ¥
RTY T A T A @y avd P
() ¥ fr7Teet saeh QY
Atk fomraid T 3% & A frim a1 AR 3 E, TR
5 gt ¥ AN T g0 A v wIeT o A fr fgmowEr i
FeaT  faFaTen =1 3@ & 37 angT Y AR A gy, Ak weT N
O W AT waT 7k 38 Acq W frrr A Y amfa s W
&, A sfrs 5 AT ez asd
10 ‘7 iR fmms o Siw hoow e d Advertinement)
TEaw TLgoq mfw a7 79T oA a{Aw 93 ¥ ¥aA,
T feafq, 7wt wmifz @ Aoy 7 0 A ¥ oA O am wd Wiy
fameT (Situiton wanted dvettisement) FRIETT TR & gHTET
FER A et -7 S R oAt A N
frxasml ¥ 93 o7 B3 wvn e @10 W e T oA T eE
o FT ATA Yy
AT 1Y 3 faerfafmy @ e —
(O fEF779S) 27 31 1 B e 1oy wfss, o o7 ART A
Exicil it gl
(1) AR, £ vy N e N R fomw 3R oEW
W g AR afe oo Ay 2
QoI WY F 97 A {FEiafm >
() 7 SR F @ ¥ ) s e sy A<y 8 aTf AnS
"R
(1} T 13 T O 9 afyw daT IR 4o 3
() sfoery a7 sasa¥Ar @ 97 AN 20 sl ¥ osra g P
AR A K o sW oW
AT 48 et § fRaTeeid O ol ¥ fafenr AT g oW
MO AT TR KT E 1AW 9T AL IT T Ara-2m a)y vmd ®
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@ &7 gt ¥ A & S won Argd | e wfifos gaee v
w5, Pl w3 wdl & anE) 3 o S & A g

1V gam b
(Selection Process)
faraweif & qaw e ar wfad gy g afr o faia
& v o) Al ¥ EATT ST Y S AfE T a0 S §e a1
gt & wiify wkw e & oA wrn fefem gse A A g
oI, AT S CE gt afge, e sPer & sers \a
sifadt 4 gzt g1 /%, (5aw fr xfem ¥ afaw @t aF geaagw
&q. ara w@fs 99 9w 1 3 Qs (Dale Yoder) & 8iF & foren
& 5 “uz g sty @ qrardl $ & € A A afow fem aar 3
=Py 7@ afrm & A oF ol B OF-0% FF TS ATET S QT
AL QEAT 1 54 FER T7 aATEIAT B AT IR TR IT 9F [AA
| {1 Gl wfFr o faaia fem s Tfsg
T ST R FAT OF FATORE gracere ¥ 3T 7 e
(steps) & a®a 3 1 e OF @A wAE wHAT W fAeR e5TE
[y §—

1 fedrm wmiem & ardl s1 @
2 RIS AEFER

3 STET 9 (W) T

4 7 =

5 g frdvae wratam & wanqE

6 widl & et T SAFTd FE

7 fafregy ol

8 sweandw &A1 Av fAgfis &1 faem s
9 g sfem

o7 gR AN TAT W FT AqT w40 |

1 frgtsr woates § sl v etvm (Receiption of the Cands-
date 1n Employment office)

SoiT 79 vt g ofen F A aew § oA 8, d@ g
Tt st ¥ e T g ) o il A s & gt
¥ B ¥ A1 hEL 97T Y ;T K IFE @A FEAC afgd 1 Fedt
o TR ¥ 39 5T e O) 39 A4 GEAN I AT, WA WS
il Rt o Refy dfer T A oA oeR W w0
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g AT WA qF € aw & f gl svdt w § ) e
NN LW WL FT LI ALAGIF AT A 7T qrel §

2 snafewm AT (Prehiminary Interview)

T AT TR gedT WraTsTe (Sacening Interview) oY #gd &,
FAF £ TAFR T I T 7497 €F A7 wfimt at gt v ghar
21 o Srgraa fodY fafasz awnqaraat ere foor strar §) weEw
g8 mengnwel afan menEe W Sar g gueaa SRfeE
ARSI GaaT 74 {iwe o at § | 34 9T N qreenasi wrf 71
w9t w3t qame &4 aY @q wfk ¥ aR ¥ ftaqar @) waw
¥ manaTeet ol ¥ 9ed Gufos dpwar, syag w Ao, o3
& ufa T mifz mic F are & g v ST /AT ¢ )

faeg qrag ag 2wt A ¢ s aaeize awel &2 QA
T wmagR WA AR g
3 ST4AT U FTH HIAT (Fl\lmg m Apphctton Bink)

ST ARfPE WRIAT® T g HIT § AT gt Iuh awe
Sar & a7 IEX TOAAT 9T GO AEGET F@GF § AT S aE qrencric
=81 Fray arar & Y @d mfad) § ag onf wcamr aar g ) z@ grgar
97 ¥ g9 A ¥ graey i gaad qE ant &

AMAT RF FIA WA TV G I LI GRA qral Y A=
w07 3 mfafay gfaar sz ®@r @ar § 1 A2 q4g e & faww
grr sifadt & dvaaodt &t o & fag g Fi g & gemt @
st frafcsg mal smgear ¥ deg fag o0 Srd @ sHam ¥
fag st v st i & fag v awe sen g e 9 AT &
QA AL gEnr @y L

ardAT oF FId GINrAT BT g SR L wrAreRd g9 e Ay
sraf T 79 & g F WITT TR TIATL | AAFGT  wr4qT 7F FIH7 A
fars 191 F @A § QT IHY TG 8

(1) St ST AR—GI ATH A T 94T

() st & foan w0 AtR—qu A T TA7

(w) st wrwew fafe gom e faw, Ao, mife ad
iz |

() wrtfem aven—Ffran oy @ g, @wmi wmikEy
avaey i QAT |
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(+) dafas Ay g SR A geed ol & 2i
e aw

() smigra—afk A e A d et gem g et so AT g
1 Saw g | mawEs TR 9% ff 899 #6929 € 1 T
wrefAT o aanm Frf & g sdiad (forward) iy SeI@r qEETE L

(vn) ¥ —FeT @ O AN EWOR #R OF9 81 TR
sfife, adamr sd e fgS E @ T o AR R & T R
T FEAT MR

(1) argmer saferi—gAn gl ¥ 97 @ 9, st &
w7, AT @ WA 3Y ¥ fafine awar S SN $ g 7 g 9Ot
|ried |

() ai—ayl 9, rmge Mz & amw hqgAg T
o €1 9F TR & A R aeA § far fr fRin, wmel & av @ que
qr% ¢ % % IR &7 87 IR WG 97 A S g &

=% ufafcs W T 9897 MEITEAEIR FE gEA 4I0 a9y
21T AT BT HIAT SAETH I AW H @D G AAAT T
Exitcit 4l

faferaw dte dlew (Willnm B Wolf) & wargam sdar o7 w1
s & v @ §—

(1) o STl & e el g AT T g, 99 A,
AT B TR I

(n) ag wrdt & fr ¥ @ @ IS T2E STy |

(i) 7 FrEREET B R I = e g, B ey
FRATEETC ¥ & w3 g <@ g

(1) %3 S AT T T FWTE, O GACER T oa eve
TAT AIEAE A
STIAT = O A oA TER A A

O T T qAT A AT AT S X ey 1 R
AR (P1oors 2nd Myres) ¥ SR S5 9F 18 e 5w 7 Fad
wfgq - —

1w 9 ¥t afaw g wif

2 AT X AW g wel S, R v ¥ owww
ATIET & L
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3 gr4aT % ST A ATE P s gy g aifigd, Froat o
NG sorT AN T ared g 980

A v & Al sriar o7 w8 e gy 3w i
afgd

4 ww I ol A g S sl faal sedf A faege afew
i faar av g

S g a1 QT A T AT

& e % 9w (Cry «questions) o 737 Tfzy Foadr woarY
& qETA FT YT G

7 maAi a7 st w0 g @@y A1 gmaTd e I A
7T 7 249 /1A
AT TF TR W qAg ot 2 dva ad -

ardf w1 AT GrAr @ ward at 3@ et aEr At
fa g ®7 ¥ e ¥ wEr ip—

1 STaA7 OF @At it W9 A WA |

2 WTATTF 71 3 g 03 A 47 o} ez qF oAy dar
[asusiEes]

3 glzman e wdl TYERR GO (Hnd writing) 7R
& % g war § & 3% oA AT wifgd

4 mae Tt famoad faedl @—T3 A (Cipatal L ey ) ¥
Faferr, avoy 71 A Afar mifz @ @ T d e T @y

5 At O3 a1 T TETT AT e 1Y 27 il
4 g arg (Sdecror Ty

AT W T IRAT AT OF ATV 7 ) AqATT ama ¥y
o @i FAT QIArG A7 E 0 § g7 a1 F g7 oy ¢y gwwar
gy AT &Y T Y UAFAY @ 0 oy 9t h ¥y vPyoefa amiz oA
Eictaii Rt E Rl E |

qam et a8 §TIC A AT 2t g deewar qta o
"fa sfey b, ufarfs afa ayfroata feafr b afz ) waer
TR g & £y A wha ar mmat @t v vy me gi fran oo
FYAT 1 A wiw T F 3T 07 foofw ¥ Prfaw wet iy oedr 9y

)V w7 w7 g fasmT ¥ 90T erri-2 v o 6 o frar
aqT ¢}
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FoTdt e, am M@ wfE wEy =wF FY wwwsanad
gzmar fradt &1

5. yea fadtsm waien § arae (Man Employment Office
Interview)!

o Wit s ¥ Seing R §, s sk i o & qafy
SRTIR T FT TS AT A AR T FwAr g, fr o ey
& ATd S99 A gTATETC Aol S £ 1 0F T § 2z
7 g &, T @ 98°, TeAn ¥ GO & fad @ fE s
&\ meeTE gAfTT wEw § f worw SaEias w weE Ewa
71 frgfe ¥ O3 ¥ oF @91 AN T 6F ¢

IF ATIRTIR AT YA JL 7 GEATAD F ART-RI AT &,
frra® T R NAAT 7 Pad 7 g, 5 7 |2 aear femasd
& T & wwar o ? 9w Eaae &0 3 e aewa g §
wdr 7 5u% Afalth W AR ¥ g9 qrdaran ¥ e am & 9
TRl TG WS &1, df 9§ yEr o A frar o sen g

6 Wt ¥ waw ¥ wendl ava &< (Investigation of
Applcant’s Background)

AERSTGA g W F = 04 3 g=d § B e
g & AR §1 FAEh W A1 & wm Al far e,
freg widl & g ¥ T FOU g9 ams g g Wl ¥
w=H ¥ gers  =r, foan, @ FwigE wift § X f s
A

S AT & TS ¥ ATV e, T, gt e, adb
T e &g &4 T Tw, ol ¥ edfed ik § s A weEa s

T aR ag @A @ G & s § 5 75 frdver w0 fom-
ol & wEw X S R aw oad e o 2R feht
Frsmarerisl S A8, TUR T W £ 41 A 25T 2, B 91 & amn
&Y a1 MW I W EW T A W F o e
frmaial ¥ @R O IR A0S T 89 57 9% o s ¥
Tt Y | AT 9sY 9L 9Age st @ dwlos seany
§ i At 99 el =@ N o § et & aftad et
T FAY F0Y

1. seneER ¥ g i ey s 23 e 6% fear
TR
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7. fefrmy adaar (Medical Tamnaton)

fafrmrafar v ardf o (Phyaol Dumimaten) {7
ofiraT 71 U7 Rewpdedt 21 €7 0@ A9 (D e S Badh) A ffew
0w & nafafag Tv TF T SN —

(1) e 7wt TTw S fo g T AR
gamt § foaa) a7 ¢ fm g fro arw &

() R E faglw ¥ oarAfer wda darer, aift
smAY wfagfs ot s sl F frar frarar a3

(m) g3 A Jarfedr § grr Sy AY frgw TR QAN

(WY ot €9 & slw smfrn 13 el 9 A R
I TATAET 71 T AT 1

fafrear qdterm & Q@Y ( tects o Medwal Frummihon)—
fafrear vty 5oz et TV T B wTT O O ) T s b
(Stone and werdal) Y fafrear st i foed qggmt 11 nfafaa
frar g —

1 arit a1 fefran e s fiom ran

2, WAfer am R S 39 o ar v 2 TR
=tz 71 Tt feom sm

3 amrEg eyt 1 ad S oarraf gt o s
fm g

AT RATI (Sowwe) T AAFT Frm A 0 ww
TSI T gEy wEAT T AT T 7Y B AT 2

S atf are T oA A 1Y e

6 FAEIF 0T HE T AT IO

7 9 AR I3 A T AEeIe ot e nher
T T

$ fmrx ga wift ¥ owbw A

9 it v = T @R Ay 77w

10 2% w3 5113t atw T3y

11wz faferr SPrgra ox fafrent & qoior & s T
T, W T @R (Newro Powchiundh) oty rear )
8 s b w Fgfe o frdia o {Rejeetms or Decrding to

Appaint)

AR AT QO F e A A o A PR & o g

& @ wrar & 4 Felt wyiT Y menw (Regeet) far ara av g v feav
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T | qF A5 ATAT gEar ¥ 93 ¥ fag 9vg A AT, oF s
T awar 8, foeg TR 3 8T I el O e LA i
Frag @I o ¥ owfed, 5o wwmita femrwary
I ArIET A FM F) IT AT O T H wAakd ® gIIr AT
=g

st fagfs =1 fgn foom swar & &Y 3@ midf #1 fgfe & o 75
it ¥ WA § AER A A 30T s Aaars 7Y fifa § aee
R qEETg W Art g 9 AT ¥ afa an & w7 h R son
Rl
9. Fm afeag (Introduction)

S fEdt v A frgfe  arft 2 A ag oidi ¥ e =
TATE NCSE gear ¢ IS FE AT A TN IR w0
sy fodar fomeu @ 7@ efeg wam 3w wEET
1@ 5 afeag A1 R g 7w aw ¥ tew 0 ggAnm
ST E—

(1) & FrERem

{(n ) gear 3y fafaa aeg€ 7 977 f2ard o

(m ) a8 Tt Few HfEt g feeg

{n) 37 gar Faw AfEat)

(v ) o1 & wee, ghzat Tenie

(v1) e o7 fras fafa

(v ) srifs @ g

(v} TR #F gfaand

(1) w=vafy 7 emAeEaT § gracary

avag & g sw
1 e fargeenay 57 AT O aom & fastw fre ogae
FIW?
How will jeu dJetermmne 1he quahties and pumber of
salesmen ?
frorasntll 31 B e vl 3 o frorwr qear 2 saw
|IF ¥ AT 57 FGF D |
‘What are the cources through which salesmen can be recrmted ?
Discuss ments and dements of each of them,
oF w=oy fregat gy ofrm =1 afag awT a0
Discuss a geod selection proce s of salesmen.

&3

w
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fafam AFIR N A Q= T A Ak SAE St F A
13 2t &Y wez AT

Discuss the various selection tests and clearly state the
advantages and disadvantages of selection tests

AL & 24T ST G § P o Aremer 1< ¥ frg @ T A
qeF A9 g ?

What are the objects of tnterviews ? What are requisits of a
sound 1nterview ?

ATARETT 7 387 TCAT A1fET o7 531 98 377 fge ?

What nre the do s and doa ts of terviews 7

OF FUATeHTT AvwaT S qar aargh i uF areesreat 7 a6
fem it i w7

Gne an 1mterview plan  and state that what are essential
qualines of interviewer 7

Fafiry wam & s aefe a1 fadeer A
Discuss the various methods of mterviews



famasats =t sfaam

(Training Salesman)

<«Manage nent’s challenge ts to cdu afe t1< salesman to such
a beltef in the product or service-that thev can ccnfidertly rient
their approach and thinsing to dev lominz the customer s wnterest
tn the product not breaking his rusista ¢ with Igh pressure
selling,” J M Hickerson

Pl I 9R@ FT &9 ¥ A frrr yas 5 aag o
sy A FEET WA 1 waRE T e T @ e & few
o w5 fawawal 49 @ §, @y wEl 17 (Salesman are
born, not made ) | ¥ ag wAwa &4 §, gy faferr ofwan
wxfvedt ot sfveRy &% @70 73 ferewl T oW arar o wmy
afefem gort frmrere 91 st 9T ATl @A € afe
feafadt gz aep & O oF Sk ¥ ey of aREAr S A W
7 afasny &A7 qTan ¥ ) oA Sfrnw frersein § A s o w
& {70 srraE v wafe g 1

sfgam uftamg @@ o3
{Defimtiors and Meaning of Training)

N 7 Aem (Proctor and Thoruton) ¥ 7e3Y &, ““gFrsmr
s 3R oy v e 9 91§, AR FT T I AR ¥ g
T SZTE FCTE

912 (Beach) T 7 % afaw r wral@ oftaer @30 %
A, sl wg awfea st g, Ty g =fE o fafea
wEE fag e sk wrd A ETa 3o

1 ‘;I'r:mmg 15 the 1nternational act of providing means for learning to tabe

pla —Proctor and Thoruton
rasning 1s the organused procedure by which Iclearn k:
ndfor shills far a defiaute purpose T PR e ;mb";dcgh:

2
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I afrarmn TT wanT T Y W g W firerd 93
ok § fr sfaaw vr aag el g, fwed g gftrepmiad & ¥W,
g o3 A wfzar favw fem wwn g, ferd ¥ owed
JAAEE TR T 1T g a1 T A aad w qiy freg ¥
e & Ay ot vy A w & 0T faar o s Qi qais
aeT T 2 fe e i Wougtaa § e faerr s &
7 sy, et TONRY, faxafran el sifs & muent g & L sfrer
1w Q) e fadm & wered Woawer o3 fafave wm aes sl
ST TIAT S, St S 3 IR 4T B OTTE T W gt Sar w<at § )

e (¢ haracterisiieos) —sfaere 1 szfir a1 wnnd g wforn
B e SRm Y 6T A AT RAIART §—

(1) wfagm ot wqg shar

( w) sfearar qor srafrag oF FrafaT sben &)

() sfereren ap s §, fort goreafe ¥ wgd qar T
fremwm wemn qwav &

(1v) afaerm & grr ufgaranfan Y aderaar #) agrar o §)

(v} sfraw sfmqaim v aen ST faa & gar )

(vi) sfraar e fer it vl s Aar g

fawa winaw §1 afemand ga w4 (Deanstions and Meamng
of Sales Trawng) — ‘sfrery’ w7 W e’ wer g W T g’
sfrerm’ @izz 71 fratten gar @1 ®awT A7 g glorw qer wowd QT
fafamT v & gwaeAr Qo

A @i wiw Jea g R qasitagfoen wRfom (Navonal
Scenty of § I Taaning Dxeeutrves, U S AL) & gare farr ufrerg
favr TR 1Y gAAT Trd AN 3TN X Agnw 2% % fag qwra
TIT T EHAT S A g

3w afear & fxar sfeam T amer oy aer o § afe
wtfaa fray aar § 1 gad faga sfwam Y 97/ og 3o mrev 93 79
R CicEREA SRS X

stict e A (Geoyge R Collins) & sigare, firrr wfqeray
ar wufs frur ¢, fanlt qeny N 90T @arw foltsa aear, faam dar,
MVTEC 1T ARG T4y AT, I SIRT fanr duaaed & foew
Lo Sal strwaang 9 the tateraty mal {0d sound uppheation of ordinary horse

sense to the problcm of helping the Y928 personnel to make the nost of 1ts
tilents—National Sa ity of Sales TAUNIOE bxecutives, U B A
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T wary ) fowfer Fw @t oy Wifas TaeTR, gore ¥ § 3
A1 @ AN ¥ g Ssar afnfrm gt

2q 7¥ ez & fr faww aferm oF Y il g =0l 3, Bmd
1w farn suaife & faen anmmt &Y g9 &0 & dhg @A &
IAF FIA-AIEH UF FTE-LWET A IgW Ty fem wmar g 1

sfosg ¥ 98 @
(Objects of Traming)

frmrrerish w1 wftaw ¥ ¥ &€ ePer @t wwd §) W
(Aspley) @at feall (Riso) & sar ‘s sfem w1 95w mfrs
aem fawa Segitaww ga wfes se fwa alfia (better closing)
& gt ofus frg . Falm e 3 we s Reawel &
T AR X G FOA A R\ ST 9 1@ 9w avdT & sfager 91
SE T, Tege, damh, sfadl, wifafudt @ st ¥ e
AT § ) I 3% T S (faengat w) enfenn faare aar e s
safa @ QTR P aw H AW A I @ ¥ fag R smr 3
=% wfafew O fasararil 5 afraw 5 71 3w § o590 § 199y
=7 ¥ gl ¥3 ¥ fag Grefafen S @R E —

1 frrmsidl & s & faerdy @@ faag safs § wmg

T

2 frmsann © @ ) gea, fagwy, qg s Afed ¥
HIG FTAT 1

3 frquEaial @ AT & qOT, TN I ¥ g § we-
T WA AT

4 frememill @ @en F aw ¥ wEEs amard AT
frrarmidt 1 venr N sfemkar fafs ¥ osang

FEET T

6 g R F qoOIfAE o TAE AR & g ¥ wEws
SAFIY AT |

7 W@ sfoeret aemt & famusatd ¥ wr ¥ afw Qe
AT |

€1t 15 an orpazized activaty mvoluing fact findiog, pl

practice, cruticasm, and commendation 1 & porpesn swen s 1 dor il
selling skills 20d to add these shills to sellected matine abibity, cavealiy
acquired knowledge and experience George & Collny
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3 ¥ar fagn @ia 3P WEAT HITET ST 7, W mpafta =3
are farswimar o1 € 0q a7 1 fag
9 WA fAFITEIAT FT AT AATAL T T 73 FLAT )
10 fFEaEenan ot A {1 FF a0
11 Faswrrens 91 darfas framt § s $=mn
12 wear ¥ af7 fagrr=iad) & oa=dt wATE g7 fawg FE11
13 3% 37 Tt & wow awanan, Pmi 93 rrfaar g
Ay I wear 71 fagn oAy
14 favumeton & g FY A2
15 graay Y frare a9 @ faggasrat ¥ gard s
wfrerm ot wgea AR
(tmportanee or \dvantiges of Training)
favarsitn & frog afeaw arieE wem o an g g@fad
AR R AE & W @ g 5 Gxawetame iy g dar Al Rl
2 (Salesman are made, nat bora) | #ft TE g e 2z Aama § X
wpha § wfe naA ma A wiar 3 feeg sfaaen @ weAn e §
siifag oa & wSant qF 1893 W hwaer Hu W wo o
o G23gT (1 H Prters n-Nitwonal Cwsh Register Co U § A)
Y 59 417 9T 3 Fav wvee 7 Ran 4r 5 At dar e faAw-
Foif 1 S w3t srzfay sa ¥ A0 fowr frza gr warg Y seEEw
T 471 { Even the su ¢ 1ed born  salesmuan needed to have hns
nutural guts cuided and cetesed ) wd wafAE gr & oafoaw §
siifrer 9z 1 wa Aar avra Y T & frerwast & sfrey ¥ wEeE
w3 At A faemT ¥ AT waonar ym g —
1 nfus fawa (Increa od Sie )—¥Are aur Efaw (Maynard
wd Davis) F et ¥ gaifas staww smwd @ faww afg gar g
(A scentifically desioned traimine jlogr mme results 1s increased
Sales) sfitery ¥ grer fapareial o1 a1 & frgra va famTEAr a1
FIENF AT AR G Tg WA AT ¥ gevw axd wfar forn $T
=g
2 W mwrEad {Lover Turn over)—fasyrsdiat £t afirsre =
a1 38U 438 g37 AW Ag § fr v fagasal menr ko wwy aF
=Y § TR wadA w1 Gfww FAE W g wwesh gan feAt
(Ascley and Riso) & rmpare sfway frraaal =) e & 73 A A
9 fe e 2 sl & ferawat o dvaen SR wsimar Te 3
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T ¥ afagrasy ¥ =fas &97 ug Sav ez frear 1w 97
eIl reHT A T

3. g frdrsy = (Lowers Supervisery Costs)—sfeny &
Frdter =t &Y =% fra = wwar @ shifue fassat 3 00 w0
Friterr 50 % fow, faxa gaws @ w fAdes W =i
T 9%t &, freg wifia fmaasi @ fAdeg s o, gl
S TF raerdt gV €1 Svm aa T (Nolen and Maynard) ¥
TR T Swe (sfeer) T afedt #onta asfofe
afs 31 & o, g oo ao afafier R w e Emam g, &
fritery wt wfuw oEw@sar gwd g1 9 wfamifus o [ ew
RS N § O @ S T A9 A e ¥ qAwte, g aan
frxrdirem T g SR @ g g, St A sfaw sfwa g
7 = |y At

4 qeare wRe! & mf (Repeat Oiders Obtuned)—fa+a-
satai 7 o R afnm @ § TRETT =R oW 5y o any
1 fawa frrmen & fG@rr 1 =Egi w antT 5 AR 9
wda ¥ fou wwar a1 Awar § | w5 stEkw farrwat aw ae g
71 Ifed 0 TSI A H A T I8 G TG ST S
ST § | WL ATV WET! ¥ AT ARGR TAT TGOT § AT ATCAR
I TR T T T

s frmw@ wdt § 70 (Reduces Distrbution Costs)—zaq
1 wfafay fmsaidt w1 @ s g &, R Y o ¥ =g weew
qaTy v § 1 WG AR AR famed w &) mangsar w5 aodt § gar
Fa=aaRnin 1 {1 TAATFT FI WA =@ 1 TR w6 & Frawg
@@t ¥ T QT wHa £

6 farusal & wfosfas & 3fz (Increases Remuneration of
Salesmen)—sfarw & frFaeen 1 fxa awan ¥ gfg A o awelr 24
uﬁxnfaw%mﬁﬁrmﬁﬁaﬁm%mﬁﬁmwﬁp

7 fomawal ¥ @ & afg (Increases Knowledge of Sales-
men) R ST w7 i freent & o & vl ofs @R 8 1 9%
G F g R TR ST O € S 05w  wiy
ST RAF & T a0 A o AT fawdt 31 T At fomear
& W frew qwr ot & mafua Ay Saifv frer e s
STTFY SEm SIS O G St AR S 1
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g foramal ¥t eftafy & agac (Opportumity for Promolion
of Salesmen)—fTT FrAaTed ¥ W T FT A2, IO TEFAAT
Ta mift i qeAr 4 & A& Avqm yAw § IAdy @nfy ug afe v gfe
At & Vg gAY airafx ¥ gaaT @ A g

9 wger ua mmd & dgdqd wewd o frafe (Helps
building Congeniat Relutions botween  Customers and Dealer) —
ma afafas faraget oo AT oy W & A g A ¥
fant@ W q% 7 €1 AAT§ W oms ¥ wawAE ¥ gEerar ¥ g Aamned
&1 aey Araer wqtfaT TR W agw gt wn g arag ag & o e¥
SRTERT FITT AET AN AWER I IAXY AGEIR AT GF AW T A9
afy ard aar  wrf E

10, anzawws feazar (Orgimsational  Stubshity) —sfarera
sagal frvsas @y ve & faaw anea ¥ ferar o7 Sradvrar o w
& w3 AvE frraral wepr HzFT g1 waTTy 9 @ |y shfi
femmeat 1 AT emm 9T A0 W oATAT Y | @I faAT weT ¥
afeazar 1Y fesfa yeom 70 A arlY § ar ew frandt § Frd X oY
THREY FFIT FT A7 FeTq AT Y At g1

11 agne fargreisr 3 gzAt (Retrunchment of Inefficient
Satesmen) —afz 715 faraTei wegm warg wfpar A ArATET W
FE W W A A e @Y A g feg wg afivew 3 gnw frend §
faw s AEY Qur wAT & A I¥ eIt S ArAT @ QAT AT A X
Ao fazagefa ¥ oxvow gerod 97 9t @r® gorna &Y QOEr S
arar

12. 3AI XY JA7 qFAT {Possble to Appoint Youngesters)—
fag aeqr 1 aftew a7 exmear w5 A g T Aeard’ wim sffinr
at A frraAiE F1 Q) ffe T Sredt 8 gar a3 ' aear
Tgar i g A% AR § @Rl I ARCATAT AW A gy rar g
R afasy # smarat G N Aear X =% o7 wetfir frae o ey
gar 9y & it 7Y fages frat s arar g o

13 sfafi frrae=t 3n &t aeefr § (Traned Salesmen are
an Asset to the Na on) —3dam gn # sfafea frrowet 2o v
wRIfRT § 1 s, ¥ 3T Amfont 4 6 awrg 70T IAT 0T F agear
FAT AR W Y| e, T 3w A awgA A AW A eard qay ow
JTHIA TR T A 27§, A0 oy o weg F fag aatfor aa
Waer ) gl A wial aeyd % feAm W weRa TTY wyer
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SO S B SrafE = §, R R 3qa s A
QSR ATed €1 &ar § 1
BiRGUETRI L
(Limitations of Traming)

afferg & AwdgaE, AE et 21 gee gy FAE aF e
& 1 sfker & Faw At o Ygadt s & et fawaaat av any
&1 9 whoermn wvban frawr @ sear T ), st g aw
s=c} qag wfmAw M Ag & awar 8, sw as % ag afvew &
7 & 1 grrds. siwer ) 7 sga @i § —

1. wfew gy ATer E SRR ST e a9 w1
qTeq &, 990 dned afrerw § et i gEw e

2 sfoaw ¥ U swid o fagfs * 3fed @t qame ad fem
ST apaT g

3 sfowg $ gro dras =7 aTeT gerd a1 a1

4 gfoerg 25 A § £ F aRar A€ 9% SET § 1 39 Mo
3 qare T 93

5 sfam@ R wam N gawr TGSy g g, f e war
SR Y we Afaw TR

6 ufirem & areT g3 e a1 g% T9 ag s o wedy
& wfgemw faam 1 oF wmag a= g

7% ofnaw sTFe 7Y wETTs T
(Esseotials of 2 Good Traming Programme)

IfenT SuWEE #t FFaar $ A o7 I F 3 e gy
Tt F1 Steg FiiE @ faita 1 T aw § @ -
AET ¥ GRITT AT G37 T § TG A q00HH |
sfrsry T Q@ = & e o soafvaa Qar =il
sfawy wrdT i wy ferawah a7 afeafg wor gy
sPteny sdaw T ur framaside A9 3wl fm
T 51 eq § Tawd fawifra s wfEda
sfteny we T farawiey F e g T |
sfrm st T afew aEwm @ W o @
Rifgd 1
ST qaic AT A
sTEy AT srragfe AT Ty |

o v noWe o~

e
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o sfmerr ®Fw mear @ fadg feafy T oW & WIT
faaifa @ =ifgh )
10 sfaery F1dT  FaAT a7 q@ wedr 4 WhEy |

afadm Y grEst

(The Training Plan)
seF qear &1 Ak fawawata ¥ afmeoy & fRw a dvsar @A T
o wfzn ) fifema AwAr 5 agew sfern 37§ sdmfe @ ae
wg FHAE FT & sPife fear amoawar &) wmerd: mAwein ¥
sfsr 7Y AT aan A frer a1 faeif far s gy —

1. sfasm & 7@ Craming Objectives)—sfirera 2 Ar=AT

FArT wwa wawan ag fraifrg £ a1 wifgh, fr faraaetar a1 afaemg
F T A g ? w frrassi A daw faragar ¥ qmrd
fagwat ¥ mana F7AA1E A1 A€ F aFNAY T E gawg FRACE 7
T SR F T WA AV @A F W Afram § gF wy 771 fagifa
wr wifgi 1 sferw % 3w an falRa &7 & seue €Y sfas
fafue @t farg aeg A1 @n foar s ATar § 0 N wR afiew
AT T AT WY IT I W T €A T AT AT AFAT § | AeRANILar,
afsann & sEen a7 fraifer w70 & & afaerw a5 93 AT
HEAAT YT TATRAT FT Geawea §7ar s @341 § 1 ma faraeai o
st Qar aad qng qaraw afraw ¥ e O faifa g
wifen ) sfaga ¥ 3¢ w6 71 7 3ufaamy § atese o fafiwed fay wr
wTd 1 RET (Hegarty) & AR ‘sfuey % g e fraife o
arg 3 dm anir & oater av o &—(1) sl & oIT A,
(v) sframmlen & sdm, Aur (u) i faam & oo | afwenr

& 37 st T AT A afe 3 i AT qaTe @ gl & egw &

I | wqeE AAFT A1 Y ) &

2. sfawa Ft faun-arg (Subject-matter of Traimng)—afiemy
Y e e i oraee § afew B faoeag o faifa fwar
T § ¢ wiowy & B A aiae ¥ e & Suwand & O, a7 an
w14 Y 33 92 A T w0 § 1 waaa afen A fagr-arg faifa
#@ 45T T fygea (Job-description) 7Y AV I ¥ TURT GLHEER
g L sfowg ¥ fawasat ¥ osogd, am, weww g fadd
7 faar sirAr fgdh 1 gear # fwaf, aea g ga s i feaf,
wtat gra fafma a1 faty &1 w® A a@d, wear o sheazias
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Ferfy, wear F amzR S ST aan 9 XU ¥ 9E @, SR q47 K€
I wmrag, oo e et wienrft ¥ gva i foprsatan &
sfraw 33 wFF FaET Sy R

3 wimam %1 @den (Tramng Arrangement)—sRueRy 51
qeAr 7 fantg o v sfosg 9 T o1 A gr@ Fai 5T
ar wifgk \ qm Sfvew wew ¥ g qX fRar sdar ar §0T
st 3 | @k sfafes, v dafes w1 & wfwrw Pomr s ar
quafew =97 ¥, T 7F T 1 g BRuT ST wrEes § ) o g B E
w0 & aw & afeeT a7 gl @ owe aw s g R s
FEAT

4, sferw w1 999 (1me of Tratning)—xfmaw 57 a1 713,
7z T Ay T ¥ 3 sy ww o afe 8, Y el aar
£ iy T g ¢ frraat 9T ¥ Sax frwenat 1 nfgfa
w wfraw frar & wai 1gat 30 g amwenw shimsw fasrsatar
¥ ¥ oaeww avw wyen @ Fan e i) &5 are frrmraien
T IAT W ¥ 9o € s O awr g SR, 99 539
T g Wi wd g At § T A ¥ age waaw wrdi & 15 fa
gear ¥ fogmawt ¥ §Y ¥ s faww Q1 w9 99, ag
=1 15 o Fof 703 & ofcurrass agy 35 A @ smar

M gl & $7 afaae fon Sm, 9y oam "o
AL T 5= frm ovs mef fauaife s s, ey
T 29 § W frrrwatnt 91 g7 sty s

5 sfeery st st (Perivd of Traiming) ey 71 wafa
afereamifont 2Y W & wwt a7 # AWy g0 afg e av g @
e wafi s A g1 aTd 3 5% fawdw oft famaset quA §,
@ sfew & fod 2-4 fe v wuiw @ w9 &0 wfaaw 8 wafe
afoerm A fregawg T SR ¥ o sl @ E ) wa T A
Y = ¥ T @ sfrag @ w=f fnfa s i@

6 sfams (Traner)—sRws s @ 33 1 & @ a9t
[AETE | F@ dwt wF A4 g 15 oy oy sgmasy qan far
qdawnl a0 g @ foan S iy, SN 59 aerfaw feafy
oF A W A G wrerd @i g gad i oy e w ag
@ § Fr sy 34 & o, wan ¥ whows fage For o =i
ITT /Y § 5 29 vec R3S BT a, wfmest 3t g fafya,



376

asfFromi o T ¥ aferm 3 W gow & §, WA v
g ¥ & Prematt 1 asf swe ¥ afifia wCAEd €1 TR
afafeew, ¥ afweas Faw afgerr & fay €@ 8, o whraw w1 gaenst
F1 foeRgds wera N FC @ § 0 fasd G7 O wwent &
AAEUW @ SR ¥Ry ai 9x fai §i) o awd g, fmad
TR A Y | R g & W Q) dad faa gaeawt ar frdiet
A garq Faa afgddt ) § ogfww FT AT StAAr q0fed )
sfggy FHTw a fawa-g7aer g fA0aRr @ kg i@ W ey
ST & gy g far wAr Anfpy watg A w1 afda wrEEw §
1o g wifaw | afker 39 Fr w5 o T A R, fesg sttt
it fae w g =nfge—

(1) wfaer 1 qeay wr "ear A Nfadr w1 g aa A

g1

(u ) wewaw 7t QAT AT welgw ¢

() wwfr wy @mQfes w5 & waw grar g )

(1) faare ez i wfeg 1

{v) eafwes w3gy U7 gaw@Ewrer A1 F1Hg |

7 sfagw ogfiat (Traning Methods)—sfiran & 9@ 91
AL AN WYY WA W Avaqr afraw ggfaa F A o i
w1 wa wiaaa agfidl w1 gA agy § aaaar § AT g )
sfery & T uT fror ey @t e ¥ wAwe @ sfe vglaE
71 97 31 fgw ) afreng vgfert ger ww & &y sy B R
v s wRdt §—(1) Fafeer whraew wafhat, war (n) sgfew yhmaa
agfeat | f7m gxaw 91 ¥ freaw wn wmfky 5 98 i A AT
wafaal sl At d, fmd wfteg & ooy afcgm e w9
SRR F 9Z/N FT T T gnm mwhilaw @iF end ¥ QAT
=nfgg—
(1) wwam g k@A srigy fr sfoendt wped § ar a@o
A sfasmtan qw e afswmien 1 fau e fam
afaanr azfat yagw @it &y

(n) sfoam & sFzr 7 g ?

(m) wfrzmmfaar Y drasr 77 w3 77 27

() afrery = faonacg v g 3
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=g sfvew ) faagamg
(Subject matter of 2 Good Training Programme)

R TH A A 9y & 9% § (5 shrg £ v W
quw wieg # o e @ feifew s e el ) sfvewg @
fawgasg wen 1 stawaiow fafa g mawewar @1 eT ¥ @
ag =Y arl wife | o, @ o & sfaay T
e Tt 9= SETERY V7 Sy erwear e wfgg—

1. e & wrae X weery (Knowledge about Institution)—
Ty o7 frrsamy A orer & s ¥ fwr § el
ifgy, arfs 97 A § wwen feafy Y AWF % 991 qEAT Y AT
qaw a5 | fag oFa (Jones) 1w &, fs = forarwist t o
st gem F AR ¥ Y w amed i dR ) o ]
f5 “famt @l e F femrstdl St frm g s A gy
agw <t §% 2 1 (To allow them to complet= thewr trumng vithout
this knowledge 15 a serious mstake ) =g 1% 1 2 fiF faom-
FOlHl & G641 F W H Q@ amerd g, a1 Cq it gE a@Ae
ogTt & AR, REAT ¥ Al ¥ @eT asA F T N A T w5
&t {They can present the Company to prospects and cuctomers
as a lning orgamzation of human beings) IAUT faramaia &1
SfTer &Y waw s sem § ARk § fawm § Famn aar @iy
e ¥ G549 ¥ suAeTd 3 oWW, AeAT w7 e, "wan e flag
ar &< T Tt aege, aoaT ) 34w ¥ fafy, awwr 9 sfcoetEw
feafr, geam & wermsv &7 Aifagn, mTEr & A, S SR
N aem Wiz IR Foaww w1 faamselsn R Iw garw sen
e 1

2 =gt F A & wmwwrd (Koowledge about Products)—
waw fmawt 1 oavaar 3 fog agemamw d Tl sw e ¥
at § wata eI @, g 37 g swav @) 219w (Tosdal) 77
Fwg 3 5 <frraratlt 21 o7% gro 3 W% T 95 ar 3 AR
T STAET QA el war oy e faww wmA @ Al gw emg
=Y Tab sEETY O wew g 1l 1 waT SR 3y 9aT Tept
& e § qata SRt = wfzs 1 faoasyld 1 e g g
31 A I T A T 95N 7 00, @97 I I 1 Py,
syaifirar, sdv fafe, 3w, w=mez, fmig fain, e Eindaiedd
T faeaR T AGT0 W@T Wifg¥ ) A gE 7 AR 3 gt STl
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9 g a7 et ¥ ori A1 39 X aim qar 3y ager a7 A L fw
fwmfm Ft Feq T AT 7 I 4wy A Sy agy @ &
ol ot AT AR @ A

3 wgPtdar & gam (hnowledge about Customers)—
wfterm 2% Awg fragatar @ wtmr gar w wgd & ar il
FAET S AATAT | TETT F A5 7 AEATIYRA 197 S 477 TF
¥ Y T Fars W Arfe | sem, wgdr ¥ 97f S g ur wigw fre
ST F & P T A At Drmo ey, fawe gd, 19, AW
st an oty wfe wifz vf we ¥ @ @A §) 9q gem ¥ AT
gan & 7 qere ¥ § Porarabi 1 vam s wifeg o frdg, wrR
% g gz our T g w s sfaereniaar a1 aaray qor ailyd |oamew o
I 1 & afeq G 07T 77 FA ) I A7 IF W A A AT
watar Y & arly afgd | Parrraid oY sigar AT ey o ¥
AT & sy ¥ | (Sonus) T g waramred fawmwan
& fag wgR Y amend o aggafagaT am gar wfyy o (“Cective
salesmanslup demands 1 sympithetic undecstanding of the buyer’s
problsms )

4 feray fafi@ g1 T (Koowledge tbout Channels of
Distebution)—~freradaimt @ v qar wear s wgew faad@
fafudt 71 o ww @ Wl vRmraws afy wedr s vt fwiw
Tt g, At w7 T RaT @ et qieE, g At a
TIQATIg gAML & Wzes § T % faqiw § qaan wrar g

5 faga wgwa (S Ui Sequene Y—Frprratnr @1 sfaerw
aw fram sgFn (Sclhing Sequence) oy aarar s Tofg | mEE &
Ty ¥ 2T weE A frard aw ¥k wa) frrr s A qewAnAT QU
T AT AT AT FEITAn ) garg arft wlzd o e (Tosdal)
& mmAr 3 faes Gl o1 s e Wil 9% S e wgn
waa farn waa F 8 T  faem s wiigd, aifn 9g frra s
a3, wEAY & TG0 8 v cwfy w fmbn w1 AH 1

6 wimTFT T fagrw (Prnciples of Communiciiton)——
seir frrarad O adamgn ¥ e Y o w7 SRTT s
& qad 775g A Ay Wfgh  wlr frrr @ @ or o ar et
g @ & P A, S ferasal agR (field A) @I T T
& 9 A9 dFan a1d A1l v sl WY Prrr gaegs @) Srwar
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TTET g 1| T yER AN mem @t W A R e i W
ot FEl B guaa ¥ Mg Arrorw 8, £ SY a9t ¥ amra
fagrat ¥ s FRawET A o

7. R &t o wd @fefas (Service Condinons and Remu-
neration)—afierRy &% & FrmEainl €1 36T A o e
% qr ¥ WY fawar & aarr s wifey | o oA, w9 S,
wmTEaE &, arfoafis foey @ guamafy, wiferfss s 5@ &
qOFT miz-ifa Gt & geaey ¥ AT, @ Sy =g |

sfaswm at agheai
(Traming Methods)
femmatal o wfuaw 29 & frg &% wafal s & arg and
8 1 v vl eafer 2 9 w1 § O i § faaw w0 wead
o a7 Ty §—

1 amfge sfaeg wgfmi : 1L, &ufier sfner wgfat ¢
1 w=aT Tgfa 1. v % wfssm
2. ang ofca=t azfa 2. dufes qfcaay
3 faT aeed Tef 3 qurER Sfes
4. wyedr T ggfia
5. afyw fafg eafy
6. S¥qaT wiray qgfy
7 fadg oo w@fa
§. faT7 Aem g=iw waly
9. fada 9re@T 7 T2

T gF A 7 F F7 Mt ¥ g 5380

I wifew sfaww ggfaat
(Gropp Traimng Methods)

ww & wfuw At F1 uF 919 oA 8% 91 197 gkt 7
| WE & A q@T fear g i—

1. sEad 9gfd (By Lectures)—ga97 OF =i ug aufsy
m?%,_a‘rq*:m%waﬁm’rgl STFTEAL BT AT F faug &
v & agg mias 9 geT § 61 a5 At F avaew B Awnn & o
SETFT SR & R Feafa 5 @ 0 wq=7 3% ard v I v
st =3, gt faww smes O fRNE) W R ¥ NawT g
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freqn w3 wafed qEAERT €A § | T¢ A1 39 WA R wagAl £ qhat
ag g @ uftefwar 7 @ & A § 1 T v At T AN F
oo ¥ e ¥ Ty o forrer sz wify T @ frat s
FFAr |
@A (Advantages)

(1) aga wfar afraenis=) @ & A1 sty faar
aFar g

() g% sbremmdl sPreRy qvTe @ AT E

(m) sfragifaar st qu dgifa© amr a1 a7 FraTAT i FETET
A FFAT 1

(v1) s ey a7 faarom afrewgrdt e & 7T aTy §
g (Disadvantages)

{1} sfraondt weq@ wa=w % verafa T g I §)

(n) =7 fafs & a7 Aov @ wr aFar § Prorad wATH L

(m) wrwTIa yA=ATAT w9l A wga ¥ & afag qAg auEr
&, ST T F uggt & farey 9% ag7 F a9 g AW )

() wfereranfray ¥ wifs w1 atear agg #ew §

Fugeat (Suitabihity)—agi Tas fafir 77 waw A Fo OlEd,
ot o sfaerf et 7 gear At &1 qar g ghvewr aga wfar gy
STF FTE

2 mrg afesal (Group Discussion) —ag sferm @Y ox TR
agfa g fomi ared faemc famy o7 fawrd & R wmEm F
ARETAT [T GEFTET T § | ¥ 9l v FrFaraiE ¥ agg vy O
N frrapat at fagg aTar et S fraw aneat F 4 ¥ 19 AR
afir AR 7 dY fagaratit § awe seg wear @ 1 g7 awear
farawminn & avaf av A0 1 gnd wranq AT A g @l ar afken
sfamrdt freaTan 37 awae & swwea w A wrw frm gt w9
1 TN ST ARAT & ART qgpit v @A) faare wae gan Ay
frad & o fararat o faara @ aen afcfeaf & TAAI ATRY
Qe AT ¥ (AT §oawn @y §)

ararerg (Y Al ¥ awta ¥ faw oF wanfr R e
fear wmar & S @l fewmraim Y frefy freant ot agay ifa?m
FAZ W afex=ill & Foedl a1 aw & 79 75 71 % dare o
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w-GF Sl frprmatsr 1 30 Wt §, @ifs wiest s smasrean
GEY °X QT AT EY |
|17 (Advantages)—xa w3fq ¥ sfay F ¥ for e 1Y §—

(1) ST TFEY A 7Y F=IT wegd T H1 qTA Fear §a

(1) &= A7 DT ATHY AT FGHA § 1

(m) g€ sfy a¥ gl 1

(1v) == Ay faare g o s frea £
417 gt @w1d (Disadvantages and Limitanons)

(1) ufemat s & e fasg & g2 o & A7 mavaas @

qua Az §iF AT g
(1) wfFe sEEEs § wid iR 58 ar § S g
geey fars s § )

(w) afeaal o g T OF FoT 79 &1

SugEa (Swtability) —~amfEF ol ga 3% w3 gad O
faawaint w1 afrm A a1 avar &, freg 78 o2f ooy 913w @R
&, stafs afa ] @ faftea sara o< §0 7 gl X o= s
&Y =g afcgm s &7 s oy §14

3 famm qeiew qafa (Sales Conferences)—az xfitam 2t %
fafr &, et 5@ 9€50 OF 957 ¥ A g5 F9E %) 699 fAg 39
FUTM | G T ¥ 1% afemrdl av i @ wqe @
TEET 7 WEE 39 71 T A9 & 1 T 95 wdr frat fyos o
W FaEm IR A sfaam A e gy oA Y @ e
2 TErE R AW fER R AR AT ST A e

afiTsw e T AT S a1 SfdT o eEmT i Frare faast
o T S ewa ) SIS AE W mEaw 9 E, fre e
¥ 9% &1 ST A XEAT WEy, 5 @A @ aeaar AR y
T A T X e W) A whaw i o g
R (Advantages)

(1) sfrrmdl ST o T W

(n ) sfmerardl ) = T @ T

(m) sfrerdt 1 =AfeT fore dmT R o

(v) sframelf T @7 BT Y e sw s@ @ oI
fimer 2
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g o ®end (Dicadvantaees of Limitations)

(1) s ¥ aga T sfaaardd w7 S 21 us Aaey aw-
a6 R SRR TR a1 AR T e

(n) sferar % g8 fafd & T g7 qwATd

(m) =i B wwow WA 9 IRIEN Sl wE R e
SATTE & aw W A G

QugEA (Sunability )~ 95 Tq AT SERRR waT &
Wzl T WAR S W e I sl 1 Sy W an =
wfed I T i fae fand TR et @k fer S e ¥ I3
A AR AN

4, wRen semma ggfit (Cve dStudy Muthod)—sfagm 3T @
fafs #1 fagry saaq 1920-25 % g@d fasiwm sg (Hanard
Business Schoat) & fFar ur 4 <9 wgfy w affemaidl & weya fwdd
e 3 aed) T < fRar ST § 9 39 Ao & ST o1 gfireand] &
GREAT T TR ovw & xew wwved Aroow Nfr o
afreradf & amer AR wga A T 2 A g AN A afivemedt
Fr T § ) afz g awen 1 8 e @ gz mar d Ay s¥ wr
Fow aafedi @ 8 37T AT A R0

guem fifs & wgda 790 fam ygT @ a3 T 99—

{1} W T ReATT AAT

(n} @ & g FHAT

() a1 feme war ¢ ? 2@ @@ & frafvg F@r

(n) =8 wmwr & |t ¥ A F7AT & 7 €@ A@ AT PGy 3T

awer wars fafa w1 owpr s ww New i e (v
sfrw 3§ 7 aftagrdi S aew sfas =5 vgv qer f1xm T
¥z st v A =1l fe i % o fafa sy T o AT
SRy #Y GWaar o7 ywar 9T 9T FaEY 3
=13 {Advantases)

(1) shraw il 7ga & aad weTv sfvm swF FEIE L
(1) sPraedt @ wrgifen afree faer sar § 1

(i) gewer sfrsrs grar afwer faar s Eql

() sfommdt 31 wwag afte w0

() sPremnfadt & e adt way g0
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A9 (Disadvantages)

(1) == fafy & sfien @91 &v9 orslierT gsaT 30

(n) wfmaw % gwa o afas anar 1

IugEAT (Smebiny) —sfism % ag 93t ¥w qea ¥ fag
ufgw sEEY & Y 5 i d ofr o s @ fafr B odtaw
sfersrenfasy 7Y goar ot Afag 4

5 wfre fraig @gf (Role-playing Method)—sfarg #1 7
fafy g 4 Arafre mA st 21 g9 fafy X sfemdr s oem oA
oy gz A s w1 falg F o game far ST g ag daw
AEHT T G A AT § | gAF AT 9T 4g I edn A 8,
£1E safs HUY 97 9 ST §F I B 45T A0 AL | w57 F W
aref} At ® g ¥ g sfreard? 21 sragas fee i oy g

oot faf & afsery 2 F By afqran it & amda el @
srragifes TATY 9T ¥ et § HR gqd eawe F g a7y @
sfaw swgc T=3@ o e g
wTa (Advantages)

(1) siftrer = vy fafe o=y werys weet ¥ finfg & @wm
T

(n) A% QI F17 71 &G o sagrie A aE E
st =1 AT g )

(m) fafaw frrsy & afcgrar =1 <fisw oroe far ar g9 )

() wfaandt 7w frers Sovq @ ST 2

(+) #f ¥ S RN A F JET §F AR AT P
w2

(v ) afmrmreft 3 gafy @ s & Smar g

Gu)us afrrogrdl 9w sfasmies D owgwr faw
Y E

(vin) sfeemrdl ArEATRE =T ¥ forae wF TEar

() e 9f T & sforey 3 e @ AT g |

()= fafr Yavgd 99 1 o AEeRq@ aw AV ER
WTRGA T AT AT § 1

2 (Disadvantages)

(1) sk adif ot 1

() sfrsmy 7 gwa st @ 29
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() o% 95fF ¥ WO IIE A A W SN G W
qafi F1 a9t NETEEE GArar §T AEAY 8, FAT A 0Efd TAF 91
w4 T A 1
6 waaww S (Seomtvity  Traming)—JIATT WA
S fr ¥ e §, fF 37 uF aene A i faf g, sy e
streofam & foft ang % afy @@ ST SO0 E AT FEE
FAETL AT AT N G2 7 AT Ao & 9fd S AW
T TR ¥ ROTAW T {7 <F O WEAWATH 0 348 emagi
T 71 G 7 fFe v ) dieT (Yoder) & A, SRR
sugaar wiryw 7 e aga 3373 & i—
(1) TRT FFEIT F AEATY A GAH F1 ATHT K JATT FCT q9q0
Ay WAER 7 IR 7 @ElamT w33 ) g 9 farm
{(u) sfrwantaar €1 <2z ¥ g @ gbm ¥ feewo s
TET
(i) 37 9f3T0 71 9777 o7 favewy 1 ¥ Irq o SIS
At Faaha ma

() aframdrar ¥ <x3gre — sdt ¥ afr a9 3TN

(v) wftremafaat 71 ga% & fa=r 1 o7 wawmn & wfr @gam
FTare F@N

() sfrraia 5 9@ 790 § @y wEd 7 o sxfe @1
T
AT (Advantages)

(1) 77 fafa 5 afrmpdt 71 g saag A1 wwwR w AR
Tgraar fa=di z 1

(n) Fa=tfrs 2 faomr 81

(111) 293 AV wrmmAn o fasmy @) ey ¥ AgmT
g (Disadvantages)

(1) 7 9797 7 sTraEE @ 2 Aver @ ond A

(1) 79 37 7 sxforr sfvadiant amrer 2 s 0

(1) F7 173 w7y & ateafT ATAAET O M f R

(v ag ffa oo fodems 2

(v) 3% afd 37 7= & A 1 § ww v wdt 19|
ST 37 @ 7 A A

T AT ¥ 9ed o ag fafa wafort A 75 werd § agr
€ vl frz gz g
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7. fada quemr fufia (Special Reading Method)—3g weam
a3 sy ¥ fag fa3e oot sEeT At 53 € 139 aeR
wrdwT & Y5 oF aafs Gl B & geer i oaod 9o gz § A
o wfiraedt 9% g § o fraw fand sw@ 8
wra ua AT (Advantage and disadvantage)

< fafr 51 uF «1% 97 & % 9% 9 F1 AWET @ 93§
freg Ay 98T I 47 § f wF afoaamdl sea sEFA R Tl &
T ma FEFR T 9E W GIT TG G Ian g 1

8 fawm-ared saw (Sales Dramausation Method)—fa-
watst B ST ] A 9% v wAfas Ouw OF g Twh § 0w
agfs ¥ st Ay femeatt & aww fagr R aEdm vy
s feay wmar § 1 SR qOw frmeat g frer weia s fewreEgrd
g w W & 4y foN ST A ST A1 A w0, A8 farawatar
FY AT HT FAE T §

W @ @ faxawat a1 afverd afew F@ §, o o

Far Fv fawr fawwr §, @ ge fakar & o e a aeand ST
2 T 3T %% € T I A TR & FWOY ) @ AW 37 whew
7t ¥EeT Y fewawal ag mgEw o g §, 7 owhnn ¥ 9% fee
3BT & F7 f5a fafy & T gmny

ara {Advantages)—zn fafy & fywrraidt 3 shmw 5§

o wog@ A —
(1) sieafam w7 & fa=g fealy =7 g9y &1 g9a< faaar )

() F=r=t Frgasmist ar wfimerg faqn smar &1

(w) sfiram oty ST & afa 3 ey 2

(1v) fara falw 1 wvag 7 § 09 Feam ST AT E

(V) 73 fafu enagrlis o2 & a19 Aarg §abaF gl 719
SR &1 1
& ar §eg (Drsads antages or Limations)

(1) =@ fafr & sfowar 83 ¥ frmatal Y @ &1 918 =G
T AR T A arar

(1) =% wfTErR s she a2 & A e g,
WY qfaaw s F B AR ww SW@ 5

10 fafre aama (Special C wrses)—imsist % freafaarrat
A FoEEn, T yge, fE a e e & st & g of
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arET grod ¢ A Eowg AE N ger ov faveais aY
afam & faw oa frzafrarerdt & T gy @ a3n feadr and 3
11 Zafzas afoaa aglaat
(Individual Traming Methods)

fafes &7 & aferw gk a1 9g7 Sgfaarar A aga G
T F—

1 Fri a3 sfga (On the Job Trunng)—F1F a3 sfran
R T F wwwla R (Tranmg within Lidustry or TWT)
ar s faca afrag (Coach and Pupil Traiming) dF 37 §1 43
sfaer Y meafas wavIqw 93ft § ) feany g 3@ (Sprisgel and
James) T RATAIT g aaifar wv & 9gew ¥ o0 arelt ufnaw fafe
g7 wav fagen A oy wq @ fron § 5 felt ot w7 A v Y
S FTR W Q@ 69 § A a1 wFan § ) s (S ophocles) ¥
ATt “acw wafE £ wer A w3 g daAn =wifgy, gdifs aofy
o ag W=t §, f8 wrw IR ard g, T At @1 aF wig wam gl
& B, @ a5 W fvaeq w@ @ Aawd ) gfwm v fafy wan
st Ay faFaral ® frdl qua a9 g7 favaean & am @ war
& % ag 91 gut fao1wwl IAFV IAF Sy F AT W AW AT
St SEErd 2y @ AT W wrw v @ qar favaeat g fraa-
a1 31 27 77 73R A 87 F1w wvar A Aty w7 90 ag fqeEw
smar & P 93 wlla9z =9 & Fg #vA T oy § A7 I@E wOA AH
qar fear aan & 1 wfaam £ o7 fafh @ afem 53 7 f1o afror g,
fax w g (Manwaly) froeas 9217 ¥ ferrz mifz ot o frar
oSl
" (Advanties)—afgm t g1 fafa ¥ wga s o —

(1) 7z fafa e v 810

 n) 7z f1fa aarey fagadt )

() P11 Y F1A 0 g w7 gewTn faedr

() afrar o gafq €1 qarra grdy gra 2r AT &4

(v) afasw % frg gfam awaem gma 3% urggerar a9

Y

(vs) mrwwm w0 qfmIay a7 @ 3 wrear - T qEy o

AT (Dradsantiges)—71fT ‘F17 97 afwrnr 9) fafy 2
3T 9Ty 7 wAWT Iy, frq 9% Mgz 9T Ag §, 9 foa
TR §—
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(1) = Faymast At @ 9 ST & gif Y FEAEAT a0
w0 .

(w  wiwermdt & sfic geed 7R g7 fF&a w7
et 1Y § | gER A & ag fafa sweaatena fafa g0

(n) =¥ fafa & sl ¥ T whtver F fagred 71 g aee
=5y fan st Iw A

(n) wEgE &3 Frrmeat v sfow 3R Sfad fafve §
fag AT g

(v) @ =ias afmrodf §F ¢ 95 f&fy sqags @@ §

sygwa—(Switabin ) sfawg A 33 ffa ad s
sigh

(1) =% ag@ & a7 gzfo @14,

(n) wimTmiar & aear aza & #9741,

{w) =0 % Hfew 59 g,

(n) wd 7Y gfaw ofcfeafaal sow won wcalfur ofsq

g, iz 1

2 dafes sfca=i (Personal Discussion)—sfaer 1 ga fafa
¥ frerewt uy B smmws @ s G sfeerd &t wv & fine
Fa5T fawn &7 wrear gar—faxT wv &1 wan frg 9 fear o,
fraasat o1 a1 ant (Route) {57 seete &7 &1, TreFr ¥ Tz 770 =¥
cifart fom e 9 am, @ awes gred i SRR
gami alr it M gw s ST s E

srR—(Advantages)—37 fafr & ag= ans g3 TFCE—

(1) s faraeal 3 enend T oA o ar gwar gt

(n) fa359] aar 9a% sfwrd ¥ wfaes g @i &
s Pty g fmer & sfaend 2 gfar el §9
R ut Mg (Disadsantages or Limitations)

{1) =wfaly @ o ae1 &0 ag ¥ Tr ag fata aga a<@r
qedt 81 FIfF 5T frmasl S wWEN R WAUAAT ARSET
SrT 1

(n) eafoma w7 & fraex fras ame)d geend o, T
frmral g wfgwr) a9 9 &7 90 918 § 47 auel #1 gAraT
T WImI L

5% Al 71 waM § eI 9y wgl o 897 2, frag fafaad
St A T, afe wiy fETat 1 AR sRdT TevHar AL
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7 % FAReTT S frar s S T a Ay s e i o
WRaT ¥ ousw a1 g QW feaw graant Tew & fae
a
3 warae (Correspondence)—TANIT & R ofF famaTsisy
7Y wfrery foat o arT | awad & gfery 91 ag falo frroeat
7Y PrafT & ST 9Aat day gl ar afrag Y ¥ forg g Ty
R T merm A A s i wThot A dn
frw arcare afertT @ gy & afrr roag ffie mifer o i
s Y el @ sl Prsthg oY TR wennd S T faTeraiey
Y epit N TEaw ardt @ A 3 T a7 EmAI 91 S
T g 0 @ aare aend fIOIReT A wr T gy
TEH I =AY ars fafrw 14071 (L mponents ¢ C atent ) § afeady
T {0 T i gfiz ool ¢ wTed frraraler a¥ o T gy
& ark e 2 g st 1 A fify gl iy
7% fantrr ot frrar T ¥ far &l 3T wvY Ay vr
TRAT A § Fppawria 27 ST 3 3 o o gt fafr oy waw
T YA IAAY ot oY Fegel W aw afe@rA T AR ¥ arwl 3y
S g gu v ar oy gfero AT A
an (Advant o )—3a frfr & gferm Y T Prafafe sor
M-
(1) Frvaratar ™ frodt ot ey o qrfrr 1@ A aer Y
() i fafy ¥ afrag 3 s oo
(w) BT T e & am g 1T D & 1l ag eely qar
WASTT R ot o¥ far ae § (Swbieet 0 tter) Fare 1T @ 30
(3) modfY wemr & frRratdt Tomw @t T T4 peTl
s ¥ farrr day 21 afraor fra @ a1
faardmg (D dy o v L mtisons))—3zg fafi &
stoaT VAN T @mn ¢y T T y—
(1) 7 faf s faopa O fATTTb ¥ oo qI3E L

(u) s fafr a1 e T 9o oy froaabn @1 sfeg
AT frgw g v a1 wd T AST

{u1) <aferat meer st g 1

(Vi) @AY farr ey @ ¥ ferg qaten gfotw A waeAr
LEai Bl
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(v) s ¥ iy 3 ¥ qaia SaEET S S AT
Lecit gl

TUIEA  (Switability)—%g wuwer 9 qeqrdy ¥ fag wfus
I g, (AT aegAl & aeE qur A A A afadT g7 @ §
aT 99 qRagdAr A framra i F GO AFTE a1 TEIhE gar
£ s, 33 st agt 7O 9vde @ &, wgt ol fermeat
STt 1 @ B g g s € g ), faad aan and s e
agr

T & fA sA
1 forgsain & sfmnr & I O AEed ) W afag o
Duscuss the unportance and objects of Traimng <alesmen—

2 wfrww R G RN T ann 51 57 e w faifer e

1 Plesh.
What factors should be decided while framing \El;‘mmg
plan?

3 fagamain A wfewy 3 2 F 31 9 fafmd gafe § 1 s
& Fra-idt ST 999 ¥ e il
‘What are the different popular methods of training salesmen 7
Diccuss m brief the advantages and disadvantages of each of
them
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famawalsl w1 arfestfas

(Remuneration of Salesmen)
It1s not easy to formulate a compensation plan that can
be tristed to attract motnate and keep good salesmen
—~Phtlip Kotler

fT3aFaom 31 FWETTAT A7 R & 791§ AT T
AT ARG A FAXGEAIT FT M 77T AW T, W0 W T ¢
7 Y aifeafas azfrn 71 7 eaqm Tmem zen 21 73 e aifeafaw
QAT # FAT 07 g9 ¥ 97ier 717 Jer frar qwaAr & frey 2@
@ Tt A7 g WA A wifgT fF 3fEg wifvafar arsar aar
QUT ST TVA ST O qE W T faFT o777 A7 AvAar gy
1 7x gang w =a» fafax mfr afasr arsmron 2 ar ao mfvafar arser
F LTI 4L GFIT 21T 1 97 frar g

n-g) aifwalnr ozfs & sz
(Objectires of a Sound Remuneration Plan)

TATE AT WIFNF T3 W A AFR L) Mo wpEAA
{Nystrom) 7 fast g9 777 FAT ¥ —
afsnfr Frag- faxm 71 grafea oy gfofa o
2 wow f3ET A s AyArT A vy A fad
LECOIE RSN
e B eNfRam fararamr w1 frat avr aqr 3 weal
W TITAL A
4 aifr3fer AT F e F avy oy aveaE a9t

LT |
fag7ra ot X1 avwsa Fwm 7 way mify afar @97 qErey
aTAT ¥ AIAR L L
6 AT AN G7 PTIAMNEY TIPT A IedmTas Wi
9= T

w

w
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3N

7 faaTaidt St A€ T [ TAAT A ST G, W A F
fam o ¥ et A 1

8 frmaaidt o gremgds foem enfem £ )

9 faFx § ufafcs 7t ¥ fom fregs=iar 71 wfr3 $7a10

0 W famreaint 1 afar afeafs o2 500

oF seelt qifefas @iwan & miaeas &1
{Essentials of a Sound hemuneration Ptinj

f1a7 1 oF Wgeagqd & & sy wwar fagaes 1 3ivan
o fiz sxd@t &t I qfean & fag &f@ v g3 w-dr wifeafar
QA TGN WFAT 1 weF fAATHAT TRI K A WAT @F 5

977 T, W4lF g=aT 1 3P aifcafs qrgan giv o
Sfa1 ofeafas diwmT &1 FOmg FT0 OF AW A0 48040
Wza (Kotler) ¥ 3fa & fra & e Yt mfefas dwar o fanta
TR WA T wEt 2, Ond e sl frwwtid & wsfow fran o
o, afadf@ e &% am og arr R AW WAt frg
aifoafas dtwar g9 oewgd QW aF am S S oo
¥ fagaedl ofas ang 9% 53 OF, AATHA T AMWELFT T TH
Tar et ¥ wsg s @ mrf v S0ss  AaeET e
= mifeafse Guat 7 et fafea qod @ 7ot 1 o wAaT -
1. frassan (Control) —wmad ¥a79% 41 fadre v9 qifefas
Aoy w1 s aaeT &, fa% g & faegsaibdlt ) amay § femg
Trifad TR AT 1 1 Reas 37 99 ¢ v 9779E 97 AT I AT R
, faa¥ o o faxawl ora o 60 <A 1Y @ o fraam o
¥ ggmar faetdt @y Management Likes a plan which factiitatas
(hewr control over how salesmen spand their ume * sexfas fge
i 7 ¥ 921 W wk wend ¥a9 awa whe 71 4 wvar § 4
Sal¥ ¥3a T w3ty ¥ Priren = femeaiw o< @ freT
Frae g @ TEar § | we aifoafus oot ag Qi @ fwis farasal

= s 17 s foemg @ @FEF

2 Fmmt (Economy)—frimsh & evewig A wfehe
et ¥ fitwemaar < @6t fgd ) fememmar #1 qveed frramait @
TRAET] “r?« = afeafas W E A &0 @ At 7z 3 fF waw
s e e T b gy s o |
% aF mmvafaw wa ol A A wifgy Lafy
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qifoafar dtear T AmaT T4 aq g A AU R aear g Ty
i @z gzar g, a‘rba? Maw Ty ot averargde o A AT ar
Leritd] e

3 ezt {Tleibiity)—rsgt qifeafrT dy a7 A=
v @ wafrgd @1 faeg aga T wifcafug dsrmod @ € g
A\ A FAeT aeqr 0 qicfeafaar & T moagan 07 @ Al
qfrafaT A A0 T AR TG E ) W Aw T oawE 7 ga
AT W afvaT TET TEAT TEY AT & 4 gAY O FratoeeR a1 ada
agwm e wafpn fr mfafag s i A e g fme
@ aat wifafar Arsr v afads ady ven q¢ o7 afedfeafiar s
g afeq 17 7Y J |

4, WA (Smphaty)—%AT  mftafr @y g@ A
afgr g et 5 mifvafas dtwar ol @ B mras @ ae frar
a1 Aar (Comphicind) arfeafirr disrie amp a<y W ad
Fferizat gt &1 33 AW TN WA L @ 9 aifesfar
woAr 7w W wfzars Ay + 1 A wifeafux dman? o g, fag
et & mme S Ay, faad wwe) & mfcafor Y woem 9 oo,
fad ferazaidt qau forr P A1 ot a9 g awwar
STET

aifeafirs A 71 afz freorat wf sore g ams o § dr
I omRart A g ara 1 oaw mfeafiar gy o frate aed o
T AT AT ARATAE AT Y AT T I afaw o merezqan g41 wfz-
aqt 3 12 an frrrrat T arafaq adt g a1t faqd, s T gar
&% ¥ uz% & I Awran groan |

5 =g ! frwaran (Regulwty of Income) —seirT eafm 0F
faftsg am favat w0 & arq rwr AEar ¥ g fr frww a e q@
w7 frmaal & faram w A o omant gz A ) wfiw a3a T
AT ARG TR | AAT Frraret freaT W ST
TF ATT AT A MRAR Y mIET Wggrardn a1 qx w7 fafEa
AT AEAT X ¢ WA NAF ;e mif afrr s g g0 T T 9TEr
At AT | o Al wfeafuar azfa @ fararata 1 or fafea
AT & menar TAAT A foar sman & P faay 2% woar 3577 9 A
afar qieq & AT a1 A 7 freata o it @

6 saaqy (Far)—sdT mfeafar gismrg v qm T A
sy Y wExaqd € | wiRkalir A9 A @ e 03 aatear e frar
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st SR e ST AT QF AT 41 aaieAt S A oA
731 399 g ) AOIT § w1 S0t a0 A Ta S 9 e
sfis ey, ST & wale Adr ¢ 1 e sEn) A w1 G A0
frrrrati & aiferfis & W agY faogsatal 1 eifesfis 55 9
Y@ AETE ¥ aen ¥ wra-wg qifeafas @Ak A fror
Cia

7. wAve ¥ wfaw O ® sfawd (Reward for above-average
performance ) —sry qifeafi Syt g § afaw @wg st 7
ot oy ¥ oAy § 8 wiES Aw erfen ) afes ofesfas 35 2 ey
AT AT SrfeafE 419N I wemm g nfa | afk Tan A dar,
T QT TG fFAEEl AT ST SIEHT g 4T 6 T A9 1 afy
= a7 T e e a@T {1 g ferawats w1 afns aforfos w5
sgear Y 7%, 1 gEN R @iy qer gaad fraawaim O ]
1o 2T @

g famaswitdl ¥ fg araws (Benefioal to Salesmen)—us
aofesiaw tgfa wéq fararaist & fay o amvz g7 9@y 1 9g
qifeafas diseT W AT 9 5 g1 4wt 8, (ARy fadmrat o fa
Th EF 1 G asg aifealus fwar s¥ w3d 1 faed fagaeatsr /v
staa siferss a9 qar wfeafar a7 oo fad 1 aiforfas dismr &
fapaTaisl 1 IR RAAFATHY T AT 9T WH AT 97 95
ot Gt el o ot A & aen v, dfr s, wgns W=, T
s, T wfagla ww=, wEv v, S e, §a, sl fafy ot
7 SR WY gAT MiEH

9. farawaisi R sdemar 1 afz & 9g@s & (Helpful 1
Increasirg Eff cincy of Salesmen )—qifes fam dtsrr awy aww g9 anw
X Wi A T @ e, gk v e & femreatar 7 s
Bafe & oy AT g whedTs T RO A ST R @ aar
AATRAT S0 F qHaT & of2 3§ o | g% ferawainn 5t aiferfas
+ft mfuw freaT 1

10 fawm 3fz & wgiaw (Helpful m Increasing Sales)—oegt
mifoafus F & faq wasaw § e 97 qvan % g9 BT ¥ gfy v
® ¥ TwE § A M?’Tmﬂaﬁf{ﬁm?{@qin%
W gfaad Ay wen ¥ ferrw gfasgd s, wsfs
ae F1 qifeafas d farrrainT 1 whes w1 7@ aur g FEA
Rad wa & frg sinifa o) oF w= wierfes e & fa-
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FAWMi AT ox frfeaa aq7 & wormar AT 4% qea & [ a7 FHvTT
T Fy sgEAr T A L
fazasatst & wieafas @ fuaifea o
awifad & a1 ae
(Factors Affecting Remuneration of Salesmen)

frmmaar @Y fear wmR arn arferfar ¢% @ a safa A
%1 fafaq zams @ 710 €77 &3 fawaramn @1 mfeafs s faa
fea AT 3| e AT oR @ w@T 9 fafaw aeanll qar qF &
gear § fafeq frrasamn & gifeafar ¥ eqow Y oL gy AT
T T ATV ATV AT 9P TRy fre oM AR
frame—

1 aeq &Y 5zfA {Nature of the Product)-arg #1 wzfa fai
Faim & aifeafr 71 ag7 & A a wwfra a0 afz 3epd
ot & P #Y wrT aata & aar 4F0F shaw 7 94Ty qrN g A AT
farmaatar & mifeafwr 21 2 am % A g vzA fanda afz @@
TEE FT T AT ATAY @ep Prafar 9 § ar e gadur A\fad §
AT fxg mifeafar § afur S0 ww Eramr

2 qranT w7 (Market Area)—fir qegeit a7 Trame e Atfaa
garg 3T @Epn ¥ Tl o eifeafar aw fregr amneoaa
Fri gt F faprgwedt At gEer w afir gAr g g T 99
o g e 7 Al T @A € ar wifeafer 9 st Ao 79 gAY
v a7 AT (2708 2 (Scattered) €17 & AY Tifeafas 91
T am AfaT g &

3 =g F1FEA (Poce of the Product )—msgmr AT g7 Y
famratin & wifcafws 7Y qarfaa wear 21 afs aeg0 aga wfar ger
arft gAY § &Y 3T FAT A 1w wfralE A av o whE
qdrg frg af 7o TR A Amrw gw A @ At T A=A ebe
agy T & A ma mfeafaE X 27 o w7 G 2

4 aftragloas faft  {Competttive Poswion)—aegmi oV
afrergras feafa amgar &1 mm 21 snfrr s , fany afemmereT
farran ¥ aifeafas ax @ w917 721 2 ) afr FEpm ¥ Prow @ wfar
qfETET #T A ALY TV H2ACE A FEqT AR qwpar ¥ g g+
st aFdt § A micafas w5 A P osmar & gy faadm
afz @7 aferat a1 A FAT v & A et A A e ¥
faq sarT it gfak G T {0 FIT aifrafar gameny Fq A
=Afar € farar 0
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5 fasuw wif (Advertising Policy)—azar &¥ fasms N
¥ wear #Y wege ¥ faew g7 At wwg gwar § ) aft ge e
ot ghrsifus &7 ¥ fafrdior st W@ 8, §1 A% F aw g %
Froat = § Tet WAl 8\ w9. frawal Ay g & e R el
qfesr w5y T geAl § 1 wafe farQa afcrfa 3, frermat w1 ag
R T oA T qeet § SR EEE are s ag g afes wor
g F1 3= i e wf) @ wrar § 1 wgg eqe § fi faww g afaw
wrr 2R arelY et & faaneat & arfeafis & @< faema F FW I
e § faFge=i F1 guar § FT61 B i

6. @ear ®t frafs (Pociwon of the Institubon)—&E aTC
e 3 frafa & ware WY arfesfrs oY 7@ & e qrar amar g0
g af geat Wy frmaatey &Y e A gUAt deart § framaats
& e qifeafas Ay Tt &)

7. fawasaist w1 wgRa (Expenence of Salesmen)— #%
FeaTd wawd) fagasnid a1 T faraeati @ ganr & aifoafs
wfas S TC ¥ 10§ 1 2 v e afesfrs w sl s

8 <g-mgA ®1 ¥ (Standard of Living)—3 STAwT 1 TA-
g w1 W oY famamaiat 3 mifeafus 3 gl s § 1 gER A
=1 faw, %18 o] v gfaed fermmein o afufrr @ owsa
geifad F

9 sfreagl wram & fazasatsdl s afoafivs (Remuneration
of Salesman of the Competitive Tnstitutions)—fadt a&ar & fa=a-
walsl o aifealas a7 oo a9y @l Asnd Y fergearmsT o fol
s as aferfas B wE ¥ owr swr g w9t W w=g
fasreatdt Y u=fm =3 % g g g=od 2 st =fs
ifesfrs W E 1 w0 el IEEl gra R, Sn o arfoafrs S
AT A @A g ) AEWEE g S g |

10° ®et v w7y giaar] (Faclities provided by the Inste
tution)—FE 1T wemd warer WifeE mfafns o shedl gern 3
AL AT FR 7@ W E, g o Gaerd wlaw ¥ 3 0 savand
[t e sy 2 gfan, g g, foges fafron gio, s
T, ARGHL AIOT aqr wwr w6 fefy & awafns
aifeafes 1ga ofrs A s § 1 e weasr A afosfs @ @
STAT & 1§71 SER §Er gran Y o A s giaer w Al
qifefas 9 g ssar 30
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mifeafae agfmat
(Methods of Remuncration)
wifeafin, grar @ sy agfaet wwfw @ ey owraa
frerTatd T wifesfas o gue oA @ g fe wafedr a1 adw

frat star —
t ¥am qav asfa 5 arw wifar ogfe
2 Faw oo aglft 6 fafmez 1t wafa
3 g o e aaly 7 wmataaft

4 mgrw Yarast wie vaf 8 wea gl oef

1 ¥aw Jam ezl
{Strarzht Salary Plan}

aifesfar yrats 2 <8 of arerg wcq g s gafa d
fararat v ff 97 wfy wifar afier sraar amanfgs wonT o
frr R ¥ gt < wEAw ¥ ag mgmr g wd @ar 5 aTa
faferr wfg &1 aifax T gfg ar wen ol Trw & 397 gfe
fr7 aT ©1 & farasat Y faery e @ afewfaa 3 mfrfar 7 3w
wzfa & fezaaat # frev amar ar faww awfr (S 1o Peef rmy )
7 &g & TV ATw A Qv ¥ ) sxgond gg w9 A or fa
FRIAGAER oT mE ¥ § oww Y ARy o Gy qar g i
UF FAR TE T wAIweT fRAE 0 wagw ag N swoy froew
frrrEal 97 0 gAR T M T W frer @ 13 wfefesfaRy W oww
fagvwal a1 sars FHY F fay Y o7 gyw wwi a7 ¥gq fusar aar
o Afgt T YN a3 fatar o wwew §oa@y & faEw Ay
YA FT Y F ITIT off 39T 97 ¥ 945 7Y 78 i
s (Ad )

wif s7fa® qrAm 2t gragft 7€ vy g Ao B &S wmy
¥ ater< wemaw far a1 qrar i—
(=) fadlgan & ftegha § @m

(1) 7@ ¥ ;e —niferfar g 1 5w vefy 7 gad ser
ars az ¥ fr o3 ozfd norw a7 30 ot wzfa @ miforfar oY amar
w2y qaifaw v i mary @

(1) frermaat—nAt & g @Y & aTog ey 7 Ay wfir
T A @ W & et sax & wEr @ 1 (Cakeuhung
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machine) ¥ w7 fafrfir 7 maTar sedt 1 9 9 A7 faf
Frgeadt Wi St 2 1

(m) s R w @e afa w1 agEm— & FOF T
aer A gz ot & {5 g 9gs ¥ € 48 WA § wgAw O aRdr &
5 5% T2-57 fraat <R &1 fATasai w5 I S 93497 | 39
sa< fasn =g ase (Soles expense budeet) AT aga @ @
ST g\

(iv) fararwidl « faod o sfes froag—aT T
R 9 wiferfwE F7 g Fmosnard, & frew e frerwwis
% fr ax whas foemy exifaa =¢ sva @ faTmsanat =1 a7
foxm wEAT AR & AT § TS AeqT 3 iy fAahw & e A
W ST EFAT R ) I A% FWR Y fmim b e oo owwa s
ST 7 wFAl §, g A1IEH 1) AL} T qaaT & fag wiiw sad
& & o ot w0 o wFaT €1 T wEIC & wew gl ¥ ferrawia
oY ¥ wmr st @t g0 aft sy mfeafite sw fafs gro for
ST

(v} wamrae ¥ gfmn—gm fafr ¥ F@ &1 gAW s ¥
Fay farueaint § sReA B A7 giwar wdr 2 3fy aferfar
fog & s W[ g, @ frmsad ol menh ¥ amraan )
st wxa ¥, st 9 farm wiea w9 g g ) e faferm qow
frafe ? T A Y AR I

(1) 7 gaa g — 5 fmwat & oifeafas 57 faeg & 2
T g GaT {0 WA qg for 9 9vw ) 9w 7Y saAt gfrn S
S T E | Ag T WEAT AT @ ATT 41 99 O w21 w1
Foar ¢ ) Es aRkarmrey saeE it owfr sem swm dAr g
IR FFGRIET 330 T AT ART & <01 §7 e g o
@) fazasain & d=iw § s

(v) Tafea am—am fafs & aferfos ot 5 ¥ feraeatn
w1 8§98 T1 9 4 {197 & & g faeere wand ong arer @t wEr 3
Mg gwl & fawE we A0 EE, TN 3T A WS gy Af
W

(n) wfaea it fararlt & ghe—y e fmaln 9 ST N
faftsw afr o7 fafiss ww7 T oo Pt <ci 3 0w g Wi

k3
F faean adl el @ 1 aft T AT wad e qdw S0 Ay g
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(m) v R afg—um 417 11 oF fafea sz (Pay seule)
A 2 1 7 wmrEa W 4T frsmamn A1 o fAf T e 7oAz s
gfz Wt €1 AEy &1 37 37 3f7 7 v ) [R0a o ) AT
A AR L

(w) 7% ferwag oot 7Y et aifeafar— f2f1 @ T fom
T Frem aa fpat 71 fraa s fead Tmentar 1za a1 A2 A
ger1 mifr afar g A oA

(v) wdt o amw grar fawnael A YA feafyw qm aT A
gf A & s ang weqm F frAmowaw an g AT WD
At wm =1t Anar 2 73 fawgasen 71 fafia or fafa o af
frey

(w1} BrraFwitmr @ wyz nerw— Fafa a1 qif7 afier 75 w1 07
QA a7 & »ax 7oA e 6 fETEEE o wpm w niw e 1R
=7 8 ) Fnay qge 31 07 77 2 (v g 2% froreen a1 e aae i
=t o =rAr &y 1afr eifrafay 2y am fateeow frreso A aif
afse a Q1Y gEEEsy I A0 E
g (D« dvantaec )

T3 377 w3 ¥ Frer 2fmm 17 A7 @ & —ayraer fanrmm
A1 fawarty 7 efezavm 4 amwrm aor p—

@, Fawam & efzaa ¥

(1) 37 @@ wfa—nr g7 WA I 0§ I daw q) T
TRATANTAATEAN L a3 T A AN AT AEr 1A 979 7
TR AT 10 0 57 @Y T A9g 41 TR (Tag 300 frar g ) @A
A AT A g > faann arara farw far wag g

(1) Jaw afy o1 a7 mfr 1faT faf—q 37 f5F7 T 919R
9% frar MATE AU FTETIAY 3T 3T 497 37 9y min e AT 2 |
wraF 7 fay & Fdnfon ¥ qom T At 2w or fafrag qar T
w1 aws afg N i 30 omA & 7 WA 7 9 aty TR 1
#T Aty T >

(w) frea A1 o fazmrnmt A gfi—=n n=fq @ wifr afar
74 71 frmamiat MY T 777300 37 A 1 ey 8 g7 9T
famaram a1 @ $77 ferreiar T I A qan ey Smr A
At afvamaeas (AT 71 717 T g 2
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(iv) form wgm wmAT fs3—3w 0gfd ¥ &AW AT HOE
azd a3 Aq ag oft g, F5 fsT ggam Ay 5757 & amAr § 1 gy
qfcgrRaed, aear 1 feafq wfafma a@ @i 2

(v) =) fawmrat @ s weAn wisn— e weg famawat
aga Sfas FART AT F AFA § 1 AT § TAy o FAT T AR
9T wfrs ofor7 U A9 § F1d T 9977 15 77 g ) afagrereT,
qeT A 379G © Faw Barwwwin & i ¥ afaw wgar g

(vi) mgwa Frmswtdt & FoTw oo am—g fo gq fafa
g fAFEEETHT FY GAF A9 847 qsAT §, qafE ggad frrret
TR FE L | LT ¥ owEeE @7 sasn) a9 afas
fae <@AT =T &, wif T g 19 g 390 99 )

() sfeny 3 @ —w3 wgow farawal onie fEEg
Az ol AT FF FaAAr TG A9 O g, A IR0 QT wfraw &

TEaT | WY, gftmw #1 owlafte fadw @R O Fen §13sET
qEaT gt
(i) wragm—nforfas goma & ag weft Aada § 1
qfcfeafraY & ware aan sEeEarge afada Tt s e g0

(iv) Gwowatdt & wada § afg—g7 wioafas vzf &1 0%
4w 7z o &, 5 @l farasath & wady v gz @d & o fre-
S R S41  ga qeaT 7wy oifeafrg Ry & weas s g9
£ 1 T qET B ST TS AT E 1
(8) farawalsl « ez & x:

(i) afad vt &t wwm—za fafs 7 ol IR F—gET @
ugera fasrewisr #1 awan aura daw frwar § 1 g9 afaorrers,
faraeatdl #1 #fes far 5@ 50 & ST Ay Faw oY 1 2 g
e aXg ST &, 7 afas st 530 § 97 &1 sfafos @ 78 €%
amar g 1 AT ¥ Sa @ v ) §, Foraar v e W g

(it) ze=1 w1 wRF—=wfiRgr & wwg & a7 frraent o,
Hamefom § wasd sl v 8, AT Hagarar §
o geqr § AT oAfE qwh WH &

(ifi) <fla=-€a% 0T SRR T qEER Ag—qifesaE W 5w
agfa =1 famaratdl 3 < & ag i oF w3vaq A9 &, fr @ wwh
=1 A W TR R qed ) it 3w 1w wef
& farasaidt &1 FG ¥ 937 F R-ArT Haw T8 792 waw g, Sy
Ia% NFF-aT 7 firase g ey 9
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(v) &t s Q0 IR FA o o fere——aft farad Lkl
TR HA el WX T o g, 6 @y AR 39 gd € I F@A ax
w1 FE TS S 1 @ I gfa Aved g Y o § | g9 Frew o
fornwati ¥ wnd & i ofa 7l wh

gagwr (Sutabihty) ~frrarwin W oafsfaw 3} F fag
qifeafivs A% g wkeR aaft a1 wam agm & aw fear wrar ¢ &
zaA1 maw g fr 2 gafa @1 wdw wg wgfanr ¥ arg-e e e
%) frg sw wgfa &1 gdm q=res frrawat, dan fergeat qar 9w
fow afifes & fazama & i faarratdy & afesfas 23 & fag fem
ST EFATE |

2, daw weind agft
(Straight Commission Plap)

Faa FHE 9gfd @ raratin §1 daw grar @ 91 o7 g
agfr g, feaw farxsmrat a1 9% grr avA feg o, ga TR &
R 9T arfeafas 27 A7 &1 3w aglr § wfeafas o7 e wv A
e TEY gt & ) AT ¥ awT ggft & 7 1@y fawdd far &)
Sl gna F AR 9T aifeafas faar war 0w vl i fagar as
et saar et A AT g wa ¥ wfeard Gy g watq farwaat
oy mfimr a1fg & R ovex w5, o Saar § whtw mferfrs W
fedar | g7 eaea § Azt oz ana o A 7@ o, fe 7F qend
faFa qU Fltam 7 3F7 A9 AX U A FHET X & 8, Preg ag S
wfaw w=far 78 & wivaT gm @ sendf o frar swar 3 (w) feae
AR 93, AT () FAfFRNT 777 721

(%) feat mure @ st (Commussion 1t a Tixed or Flat
Rate}-—3 mar7 97 THRIT &7 aag avqd faga o) wrar o€ oF &
T THEE fnr S g, Wy At fraar @ (g @ @ w0
Aty afz Gt @ ffewT wonn (Quoty) & @ o wfv® AT X
frm %, Ut 3 S T A 27w we Rar ey § 1 wgeEe,
AFT A qrrn G fararat g s@n s ;g & www 10,000
wH F97 20 000 ¥4 F FF 1 favy frar g | afy 37 fawa 92 10
sfaa FHT AT T, &Y TR AT 1 000 wy¥ @ar 2,000 ¥
qifeafas & w1 & faear ) gA¥ 9g ez § froararg ¥ wfas A
frar g1 9a ST AW (10% FTIIF &) 1 000 =qg =ty foar &)
T €Y gHIC ¥ AflTE AW Aag gur
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(¥) Rt wrre @@ atmm (Commission at Progresne
Rates)—z ol ¥ fm A fafas &l (Slabs) # afe faaw strqt g
quT T FA wen-we S w1 7T fafEs w1 el § 1 SeETwd,

99 8,000 T TF I TR 9T 8 sfaaa
IS 5,000 & aF & FALAT AL 10 sfaw
s 2,000 ¥ g & TARAT AT 15 sRma
wO FHY AR T 20 sfma

= w5 ore & fr ahmfie far 50 g @ famasal Y
FiEm o sfeeiuys W ¥ fA9ary ) ST gAY W T Oae &
SErEw W Fanar o1 5 3% 10 5fyga A fer gz i 1000 %
a1 2 000 ® qifeafus fremi §, w9 v ke g o< e
s frem
e # arfesdins

(1) wa@ 8,000 % 9T g sfama Max 640 ®

(n) www 2000% v o wfawa x I K 200 =
T fara— 10000 3 wfwmfiw 8§40
aqrare w1 mffs .

waT § 000% T gufm ataxir = 640 %
@ 5,000 & 9T 10 9T ATy = 500%
S 2,000T W ISFREAATRE = 300%
2iF¥ @4 5,000 ® 9T 20 sfmw YTy = 1000%
T f3F9=20,000 % 3w wieafas = 2,440 T

93w A femawaiay ¥ S w9 &Y wiT Ay a1
sxfes 7 gur 5 s, O o &iar § s urew 7Y feax w9t
1000 % war wfeEla W 9@ 840 © fwaar §, safs w3y
feat AR 4T 2 000 T A9 wfed SR 9w 2,440 © faewr &)
ugt @ 33 mw g v afewis fam &0 & wifeafas ¥ = Faw fag
g & @ gl gt & afkw gl S samr AT R gt

W A AwE oL e W@ ngRe &1 wen @) § ) stafy
fratw geand, e Aar fam Wi @ E Te ey €
aw {Advantages)

R w12 fy ¥ il v e &
(=) fevaT) § e a

() formwaldt & and 1 gamA—xol femTahi 2 o
fawa & wgar wifeafis fxan et @ 1w o a5 wag v o
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@ gereT AT <gar § | 57 W arfeafan fear s § e wfa &
ATTETRT 21 AT )

(n) g & w7 amear—ed wgfy & oiferfrs & grId
F® ST UF WgSAQU wrd ag g fr Rreaswidr o< A A
Twear T EdY & | farrwat g afrwdes faoey g 0 At @A E
T 97 wfamier famm w@ & aifeafns Wy afenfas e g
@ SFR fagadaiar ¥ fysw 1 auer 59 8 A6 g

() mgae fosaasill X gl Al —Rvan aa fafa iR
o7 T UE g WA wi § AW S we daw fa s &) el
arar A T ERY 3| feey Baw wiwa agft w1 oz es e g fE
gow fremwaidy #1 afaw qar ogem frersatia @) a0 aferfes
femar | ma aearm a7 Agww afwdr & oarew gift g et
Lol

() weam & gift &Y awamar aw—--3 5 g% frganal #
sex BT & ogare & ofrafEE arw gt d oW aveas geat ¥
gifr & 2 gewra w3 gy AR 8

(v) faFm wew @3 &G0 AA—FAER agf@ ¥ rfeafax T
g w9 ¥ fawr el wY Qv awar ava g Aaw o o w7 A
o uife qf Fratfa Tedt & wn @ v @), @Y Frrasabd & T
Fr 3 @R T oy @ R e §

() wom At oeg faraamibit ® miftw—miferfrs grae A
¥ W F1 uF 9w a8 Wy vzar § fr weww ¥ owsq o3 o faaa-
T AT AT § 1 5qH FO@ ez § O frrr wft & waae e
ofoafs faw v §

(vn) frasmaen—za qgft & #Aomy ¥ aerw ¥ fagr gd
Tl R et § i 9 R & apy Fw wawsar o g,
fa o1 F A a7 fea sar § A AT & g farrwatdy ¥
i ¥ ufrmw wifs 7 ammEAr @ g ufrRaey 51 aE) 97
1 7 sa H gafa T @ et v

(vir) mfenfar ge® @t gwen w@ —TERT & Ao 9%
aifeuafs &% o feafd &1 warma farasst so¥ afeafrs 1 qzary
& fory wredtaarens @@t 7Y n9an | § e wfus Tankw o 5@
N §a9 w9 N

(1x) Wit wrw Y T 0 fralfew e —famraiEy & afefas
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e gd Fifiad 8 F wRw Ky R TR wmE ¥ fafesa
fsat ot wRAT Y )

(%) s —feafivs g faf o1 qx Aewagd A ag W
%, Fe <& ary FoAr agd WO § ¢ TORY AT & wias 69 o AW
TEY A

(xi) g —z8 raft ¥ qave v fy or§ IR ) o e W
o A ) T T afeadT 7 et § A} ¥ g e A Al
¥ 3fz 7¥ ahEfE fr 57 ) feefn Fear o wga @, Safs
JSY B wE T oaey w9 0 fear o7 @war g W a9 § /Al 3 a9w@l
JTFFATE

(xii) 78 wearst & frg mooR—arerfar # oy wafr A
qrmE ¥ frg i s AgeAd &, w9 el AR Tgfaso ¥
fag weE® SOeT B iy §, a9 gAw 399 e gefa & srarT
o< faar siwar § 1
(=) fawasaln & A ¥ :

(3) wrtgen wfkefrs—gm vefa O smigar ofwihy e
&1 =g, s ol sl A TER @ E

(i) 7/ wwar ¥ gaR F wR—aRaitE g #tag
gl frpapaisl T T FR-TET A IR B S [aE GQF AW
Y & | gt N FIOW 43 §, 5 o swfu ¥ 9y faon whew ww
UM, 9 ar &1 whirs wrfeafas fmdan 30 afcgrrasy s aR
enfes wfrw T F A AT § AR AT FE-gaar w7 g & fag
OT ¥ §1

(i) shar-va< @ar swa wx ¥ wER 3w gfg—m fafy
¥ qferfrs fomd ¥ stgrw< g1 A A G a1 afeda =
quEwtaT frar @ a5 21 S N S §, R oY s as
& 1 oY ST A S AT F e a2 B, aeget o am awdt
1 7% 9Fagre w1%w, fey ae91 &) 3w 92t ¥ =7 g9 w weqer
g;z@mz, frw wsfa ¥ frgmmatll & wiforfen & o gfe

L

(iv) &= €4 & S FR | qTW—T7 7 92f & qrfosian
fammar &, @ w fragatdt 2 afws Foe § w9 mesawar T
T T T W R O v Rw ey T A

(v) gr= Fororsllt ¥ glme—gm7r ferassin @ ggan

FT FA0 AT QR A ArETwaT T 9wt 8, w0 ¥ shoetas o
sfirrifs atreafas IR T Y § : A
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Qg (Disadrantages)

Se wA ooft 3 oiffafar TR Y T Q9 E, & i
qTIT F—

() fadAmt & efera d .

) s sfem—rTirafas 91 530 TR ToiT 81 TINT 8
w2 7 af ST B A R e e 2 f fede Pt
ot frsar ST = 5x o7y § ) favaeatsr =t 1 Fae farw gft
Ry v e Ry Relm i vt o fer ¥
T8 F7 759§, WfF fermaE R ot v ¥ fag s SR fear w
SYTEIT NI ToATR I sy fag s A

(i TR TR i AR ¥ AEg o3 o U R
Ay W TAT g fr § farswaist Y enmesfor s A R
s Tl m ey e Starr e £ R S
&R A R feT B 5w gy #R 5 T sfeeeae o %
=7 qifsfse ) 59§ 9T

(i) TRFR ¥ 2} FHoR wW—L e A T & faewe
AR AT AT TN T N g s TN § o
Ff f o, A v e Y v A A el £
() 7Y 7 ¥ 93w 03 sfar am—T T8 T T SR ey

b9

&5 5% 537 I AT R At 2 AW oo fevueei e e
g1 ferrd sr = R ot S s
A% 7 % aEA AT v

¢ frIEmR s fag o ey W e v AR
AT R TR E SR frreew ww fres owoom oo,
SRR FUETI gL A ¥ P ey v e B

(¥1) SRTAT % B 0 @l s=ye o afar frn——oT vehr AT
LT aT AT AT IF 7w o5 T i sl o=
<X 8, f5g 5T A TIOT SEM P R IR FOsTiT ST
T ¥ fag S 519 A0 78§ faam o e son sy
glea gt ii==1alaw &

(vu) SEERT—T 52 & T fhad ¥ ey v foe-
st 5TaRt At ufer srer AR TR i Aid v ¥ wAR TR
T FY a wEE Y Tt mae T B :

(i) whafem w37 wh o aifafer Oy o s

'T.l»

AT AL AR 72 SEfE A% o v 4 B s, weer <Y
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fa72 ¥ 912 Bar &4, N5 ANEr =5t amnfodr ¥ fawsidr
T HEg F, Aear 1 eana fviw & faw gew & fyaw wfeomfs
T F fag gear 21 wad & freprwat @y axd § o3 wwe w99 v
SR ¥ G/ §, 1 w+a frraewl s, oy 390w oH
qgfa ¥ wifeafis ara &0 41 fawgsel a8 5@ §, 3¢ O FW@H
Fhgdtam ¥ mad sowasar gt

(ix) mfas gm0 ow—3 fr frmrseaielt = wifesfas for A
Ay o fad wRar & (v, ¥ famw w@ b wfuw oy w0
ST ¥ 19 ¥ 473 O 9rEr § ey oy § e ome w5 3T f mer
AT fgy, N gnEW FW ¥ aud @ a7 DT gem  a F
=% & + 7fus 3T A F ofaym &, wfuw g2q ww

(x) st Teget & fag farusal—aad) veph &1 favmoar
frmb s et aeard 1@ qgfa &1 s §, @ vy amrra gus
Framaatsl F1 Jarsit T @19 A o Gxar §

(i) g F aell—38 gfa & ofeafrs 33 w105 Qe s o
Jar & fr fawowat ‘g@ ¥ 9t (fair whether friend) &% vy § 1 917
% qE F1 gl FY AW qulew §, Ax T e ¥ fAw wd
& | ST AEar B Aegsl A1 A & w N anw fed e gEa
t qem ¥ 9% W §, faedt vy @ oA 3 @
(@) faxusai © e &

(i) wfafrarar—aw wgfs & mfrafas few o feematn &
w3 AlafanarE &1 AT $T0 Gzar g ait o@m SR A dew 3
aun T5d Sl 7 @ F FTCT 7E a7 A5H wieataw faw avar
&, freg wed Tt o aifestfas Reeger an ) asar g o swe &
fary ar a5 Fw ¥ fom ol oA AR, A1 W) e
wifcafas s 38 @ & 1 w0y fararais S v & whifeaaar
=y feifa &1 woAT HIA7 9zaT 0

(i) g Frrmralat <t Seqr wfi-—af 8 gav Ropwead, ot
adnw & &% f01 7% &, oy wivsy ¥ aga vog formn o wy
g wm agft & aferfes 39 arell won Tk A Sy A
Y @ 1 39 HeAr ¥ A frArd & el ST AT T T

(iit) ¥ geen w1 sm——ww ref ¥ wfefe s S T
Rl &1 a3 BAGTAT ¥ 9T @A ) w4 o gew A q=qa
1 Aty w27 F fag #9 § g9d) § 0%  vER 9 ¥ R s mr
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T N 1wl vy g wen 1 arw 6 S| 9T gwar L4Rxt
ST A fRr At qRew 1w vy wda vanar WA

() o5 f170 wgmar—T§ e 73 Few S FAgT & AR
AT @rawt O aifalir T gme ot @ e ©
fara grand ae7 ¢ am TEFAT 21T 2 § 1 & 9oy 797 @41 faawAa
N AT AN aga aw el | e fernat afer maka s oW
LR EEN R Rt

STEAA (Switsbidity)—F7w T vl w1 g 78 S@n
8T A% a6t & frar smar v & 1 v aver sofi s, fagst 10
R W arrama O aepi omfmf b fazawaiar
aRafer @ ¥ fag o waft o gt s g1ar & 1 ag wefr agt
afar I A A sigh TegA T Tane arer v & wgeaqg
GRS L IR ey frar 1t o arar feeg 3w vafe
T ST G AT A 07 A1 4) T 0w M A

3T qun T 9gfy

(Salwy and Commission Plan)

I A 0 oghy wrfoare AT A o iy ozl g,
Ry nata o &raEar &t Ot 1T 37T qm qrg TR oY
fal T g N Y 2 gy Pt sprary a1 2y ATRATY
fafirt 3 afetiag ax foqr war &1 3 agh o rdgw Tefy’
(C nbined Piany & arg 3 4 T Arar & 1 57 wgfir a7 srfasTIe

AR I E I e T AN AT & e
¥ frar na gy

F st X famrat TRafrr & fn ag daw @ ofe 0@
AR, S Az P e forlt <fr 1@ ufr ¥
fredr & ag &far mawram A fard g 81 &1 g A
1A G T 1Y c ey Fuifed % aw) &) ot
UreAg <Az 3 afefeatany oy frn STIQW Ao gy feafs,
TN X YA F AR 97 fryg TR 1 vl qx ok qur
b Py oy i Ay, TE TN ST forw 2 A
UM T RAGAT R A S e gy AL ¥ e 3@y & anra

T WA Q@R FTain ) shyfior KisRcecEacky
o1 sftcrg e gar §—
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Earicul 8

Yo w ¥ ArE U Ml ¥ v 91T TR AR
Faaag wqma g g F 9§ 500 © sfwarg T aaw fawa 9
5 sftrrer e feae wv afe B wtare X faEn wAAT | R
aTe ¥ 9 40,000 — T %Y Wi X Ary 7 frwa e @ N fefr
% 3% mifeafirs fremfey wor & G

AgT = 500 =X
FHITT 40,000 T 9T
5% 5T3TH =2000 &3
g mifeafas 2500 T
I 2

T SN Y WS & AsaiE S F8 T g
THR &1 wfawig 500 & Haw @aT gaw 10,000 T ¥ famaw 3
st R, T 10 000 &, qX 4 sfimm e a9t arsn ey a3
8 wimm w0 W St Ay g & sy Ty ¥ 99 40,000 T,
A afy Fuwm o frwr few & s aferfvs Feafes e &
aa gar—

Ered = 500 %
FHTR

gaH 10000 § 9T 3°, NI q = 300 %

WS [0 000 ® 9T 4% FT e = 400 %

Y 20 000 7 9T 8% FTIXH =1,600 &

gt wifeafas =2,800

wTR (Advantages or Ments)

A qar F @ FaemR Fwiama ) ag P
¥ e ¥ Y frawe it 7 § 2w forreain & dfrfg A @
arasE & 1 S & el frefafa 2
(=) frdteee) & <fenww g :

(1) vt ste—sa vghy w1 538 7e7 04 53 & Fr @Y W@
T R AR frawe ) s g el wiem 6 Ol sew fem
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Fatm &l afur frorr & Prg Memfer X v ¢ aer o o W
fagdt Y a7 733 g
(n) sfea frrso—r azft & wfafus 1 gmam =@ 9
famrrsiiel ax vF 3feq fagaa (Reasonable Control) Y 4t firar
FTRIATR | frmaTaiar A1 o7 fifam wmw AW T frmm fag
areg far A
() Faveaenst o wga—27 qgft & afeafis @A
T WA AN 7 v E o Priver ww fegmew @1 A &
TN AT &V oAwAr g frwnaat a7 qear & frma gfe & fg
I FX g A 399 3777 = w1 fzw o A | mq Frmwaiar w1
LA AT T AT Par
() goa farawertal 9 sifA—ea vgfe ¥ gy o gear B
T fraFar aveide grs & 1 g0 wafr g 1T frmgaan awl gt
AN I 7F LT w0 A w2 agr 21 afwmmasr
s aifesfas 9 ofre frgar &1 wAANTeAr ag I qE4T 7 g9 @A
TEANR F30T e ;w7 fmTTAIAL Y TOAT =AY &1 gAY 7 &EET
T earfy 1 fafem 31
(v) fozu s www—ar aear ¥ fro ardY fazm a1 wgama
TN T HETIW AW 7 47w 93 g mfeafyr 4y YT FH§
fara At Qe v qater sgwA MR 2 0 gw qafh 9 EeA A
fomr ofz er 21 m frrg T A Q@ AT R T T A
ATAIA TATT AT AF >
(v) Tdi @1 geare—frarr 2 agfe & aifesfar g
TE A BIETmm o e waeh i qFRTET T qFT E | ST
foraaat form wfor w1 gror axar &) aemes g w@ar &
wfiF =gy faren aray sar 3 wa I wferfvs o At Y afaw
fr@rg
() form afs w7 azfe @ wfufe & Fr qfams o
frrgfe $v99 Az arwrm =0 feafa v faxg o w7
T AL PAT L) IA% g fzdmt it g
(vw) % sfosu-—aem v @ wefr & g ¥ fazaratar
SFIRU T I L ferrrar aa afas mifeafir 71 mfa 37
G HEQ AV T T AT AT
(1x) Fraemar—ew 7afs w1 o TREAL AN fagemmAr g
ozl @ wffar o frrmm 93 sfa fraaer A &
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wqtia Fear st @ear, favr acar §, fearaiE w1 akay W 938
w0 AT TS, T A o weg wear w framer av Ay
I AT

(1) fermFad ¥ ae Ay e@e—IT 56h & g § AT
AT AT draarE wfosfos fRem IR W IS W
T ¥ A w9 wedl b & agrmar fRadr
(=) fasas=ish ¥ ams

(1) fRfras Yar—sa fafr a1 weea Q@ MW FFTHaiE S ag
g 3, 5 o7 ¥ & ¥7 uw fAfi=a Jaw sfoarg fear vgan § | waua
S $fw AEsaEAm ¢ @ Frg wfas fsfma @8 Y weeresr
Eeifroin gl

(n) T fasaeeAt F1 wdw—ea T2fa & wierfss o fam
U Y go FaresTi 4% A fumar § 1 % oAt g § ey
qifeafas arw FTEFT 1

(m) == go=t fazgsarish &t Tooar Q2@ w1 wEaT—r 93fr
=1 UF T WA AT 93 §, 5 Ay 9sfr s o freasanh o1
uf5F TU aN § SR TR F/T § 1 FA LI frrawar Wi adq
Hox ifoxfaT 3 gTW T TATT § AT AT § | A-TSET OF f2 GAr
ArEt &, 4 47 W 399 FeaEai 97 Iarg |

{1v) T fararanlt N sy A frwEEal 9iw -
Azt @7 fafT 3w avgw § A9 s §r e farwatEr @ A
1 ag= N wEerme st @ §1 9% e I @ 99 anar ¥ s
T&IF TR

(v) FRAFgRo—NF gwI by AW F AN A g
sy FHrad aft we I § g A vl T amw af s g
a7 fFaraidt 91 otw wfes gon fiedr £
A (Drsadvantages or Demenits)

T AT A Sofa T gg A i §, S A geR E —
(=) il & eftr & :

() oguffa & wff—<g osfr mreagamr v 3z 8, fr ol
F forasal seafeaa @a 2, 71 o o 9w 7 un fafrE iy
ozt g1 U feafr & sepalealy = fo 3 3
éxﬁrzh—?%u qafe fzar 99 AT ¥ qe % fag

(i) = T 9T ¥ 0% A7 qg VL, & =5 e
Fal d s s A & fa & whs w1 T e 6
=T ¥ F aft a1 v s s wle g
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(1) TIEEY Y A T o a3 @y T A O AR
frraTat W A T I T TIR Ay andy ¢ Oy 5 gAm
gfrsifer aifosfat frra T 3 areTY 4 Bar wear T onifa WAl
g} o fervms & fad wfw 78 T 4o

() s & gl & waa o safe ard faeger w2 S
& 77 o Frrrreiar T AT 9 faferr ofr 3 @ s 7% wEay
sy afr Y 2

(\) froag & Ty afs G o frrd atr mifeafas
XY afgrrr mifeafes oar g far @ g, & ferrratan ©
faa—=am w ady wdT TTafIE A g

(w1} swara & wfsng —fy aiforfas A & aafafis TR
agf g sy e el e (Wb ) § oy wifesfir 7Y maear
A T@leT awg uF 99 J9q gy

() wifta e fratfea oo wfer—afim a7 fifer Toar
% Ffsx arr &y Afy a e v 377 w0 Ay PoAr Crraesidr
sfea 671 vie1 2 W & 3aY A, afr o ~3 gart S g
A faTr mr ag oy & FAad wen ¥ Wy @ v w1 Tivad @
T faaifer 7emagt wfra qmw g
(@ fatarals &t oz §

() &w @7 —(117rafiaY 2fr Ao 7 1 Q7 @ arg av
anmr Tt g fr 37 fof aq Ja7 qgq T famr s & faad & 9w
A X w0 wfEa e ar s qu Agr A g oad
Faag 33 ware Afes T A w7 gzar o 97 f14Y we et
AR IR ITT AT A WA

(v) 47 3O 31 wzfy ¥ ag Qg M2 oo W TR
FARWA TEAE 7T 1wy Tr FreTram T IPTT aa ay
uferfur v fatamr g

4 mrT™ qar aar s gght
(Draws ¢ Account wd Commisssion Plan)

R TR R Y DDV T AE X g wm AN ok W
aifaer1x frar W@ {0 T wgfa & froraav T g owaar agd, fr o
ot frprTat FIY T O T @ GEAN hiey TR T @I R 4 QT @[
Frrral ot @t fariresa Y aeru @ M Ay fiw e aen
oY agrrt § 1 wa Fv T and @ farrwnt & fo vaw e gl
sirerre o% frery & mferiaT o Y Az go ufa ¥ 9z @ @
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=i Rt 3 aweq @ & QX7 F A §69 AL g1 8Fdr § 1 qagd
¥ ga whir g7 Tl (Advance Money) Y sTaRaTan 95 1 %9
afyw it & fraedl § wgew &9 % fwr awr g wwow
fazmrat &1 =wfys 98 F AESgwar a g, Pt & wgw
Y 3fae (Detnt) wT far AW § qar 9w oF fifow wafa & @
A o (sargRans 15 fRaw At ug wdvar sifk) SuF Fe o1 faag
garc frar st §, 9F 99F AR @A F1 Feg {credit) a7 frar an
&1 a7 gw 8, FF G 9 ARIAT A WG @ & 3 i & afaw
<, feeg o g A e ¥ae Jo Hfez & age smar o A
Ay vg qar g1 w7 s T @R i Al Iw gt @, ag ufa faaeat
3 oie & & dl £ 1 59 W Afyw Afd Wy & Iwr § AT s9a
aifesfs &t 39 39 e S g
1o (Advantages)

TIEO FaT aqr FHEW gl § aferfir o am w9 F arat
srgm AR R e —
=) fredvenmst & gfes @ e

7 agfa A qrfeafa s w1 g s@ A IR S a el |
i G AT §, S Faw FHIw qgzfa § 7 € Faw e gl
T 31 98D @ oY T Y frers ¥ 997 v g¥ §1F amr ags
A @ WTRE

(1) fErmaaisl ¥ T w1 gearen &1 gar @Al §

(n)  frrasatsit o0 thafis Sy 1 sEEEar g TR

(n)  wge SORIEETAT 2T %At A% TS TR T e § |

(n) wearh gifs S FvgrEar &w & S 30

(V) T AT &7 sy & g Rt ar g g

() weat & sy FFarat s fRl ataed

(vu) weqr & FE AT Hasq QAT 3t

{vut) AT AR AERRT g a7 sraeTaw <G <@t 20 qilor
fre &d@ Ao T LN

(1) we & 1Y AN a7 g A & fewr o wwar 8

(¥) xu fafy &1 9] Soar wam 30

() oz fafa Al &, fady srarsavargare afafra frar ar
ot

(xn) w§a§ gt ¥ fay s 2 vefr S &
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smgey ST AT @ ¥ aRg et med viafel 38
97 A g 9 T AR ¢ s frprraim Ay ol & wfy aas
T S AFAT 1 T2 TR sfanamt o et @1
(@) faxasraint @ gl & qw

W) e sewwas ®) gl lar—afrs w wl st
2w & fagreaia) o v dfs mavaras I e, W, 3RS
a= mft mfz 71 g1 F7R & g 7932 faew vy 2

¥ sfAfra frr 8 18 azfa § 3wl an ST g W
Yam s oafs @ wofeafs anr sT ¥ @ am o gA fane
fadwa gw TR AT A 7 9F 0 Y anT ¥ ¥ A1 T NI E—

() aatgare arfeafa® s & A g

() s faFaaal 1 sel FrrawAr F goe F A R@
frery A &4

() NaF=aT aa AT [ F FTT I of g AN wd

() forarat 1 317 37 @aqsa g &

(V) Fomer fearst 71 sfer ¥aw e @ v 3
Aa (Dedvantascy)

TIW A T TS agfr F A s @, 3 fimbafed
NFE & AT FY a1 ATy R
(=) frdaa & gleaw §

A TA AT AN AT Y ¥ 3 S A ey i ¥ R
AT W RN ¥ S o ewy B AT qF 3 quv ¥ ¥ Qo fa
FFIT §—

(1) frs3aaial 92 9eve fag 7@ earfem 39t 557 far g

(1) s~ fararat Sy mify & frg oims W ofes &1
T €

() Tmafr =T sfew e g

(n) fan 3fg & fag ang = afsw Sar 3

(1) men & pag w0y & nf a3 S 8

(v1) fasorat &9 qn S ot a7 R &

(v n) frrawat goear ¥ &< 1 aedy vt = ¥ farw o afew
T 3

(vw) frmmaat wear ¥ @ farg 1raf o A o b, faoy
HEqT F AT 9T A FAT I
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() Aedt g & frrw ¥ faw Faa fagmewl qe T
7 ST &

= S & wfafos wigw var i T wey fow 3y e Ak
I Gt § -—

(%) M gt wefv—ag Tzl @A, Hfm ¥ fada e
frrrsat s vl aww ¥ faw d 78 $@  qav UF gen
b oraT 8, Wafs & 7O GIeET Y 91T § | 1% TOmReIEt qeq
%Y 3g7 fF 9o gedr & )

(x1) sreafiem wvafie sg—fater o 1 9w f ¥ qaraw O
SeafqT g AT 9S40 § | WIRTW AW, TERE &Y Ofw § g
FT Tyt i ofy # T9F w9 97 J7aE FW F 950 3 wHafEy 91
FTEY BAT =qF 0 Q=971 § 1 s g8 agfa w m=idE ofoeyr
AT

(xi) Frrmmell BT wFAT §F T —FE A 5% Ty R
st wrder W aw a1 99 frrment g de & f oo wfoA
wa R # ufy s g1 9w &, frev § warh § wew ad qen
@y §Qrg W wERan A W AgEw F Jo A awaw wwIn
=@t Wt & FW ww A § gar s o §Y saret fawmw S €0
qfRuRTersT Ta% 1 FH A ARG g A T wmEh F w4
iy gaw &

(7) famasain & deaa dda:

s frwrsatn B = =i ¥ gy afesfis ovw dar g
e FidMtmREr AT R YA gw wAIHNE @
“Fae st gzfa’ ¥ gifcafns e @7 A feafT & @R g Few
T gafa & frsail SR % Qd s gw we ¥ & freae
& ot v 9% £ 1 997 ¥ 3 @9 Fre s §—

(1) frrrmaidl £ arfoafus i 98 § sfeawar et 20

(1) TR & WY &3 FATTEAT Y

(u) frrmsatsll <1 faxd o1 & mifar #7 agar aga @ w7

faerdt &9

w1 3t ¥ wfalen 27 T3 ¥ e e K sow f ey g —

(iv) ey @ Tt SRaR 7w w0 Ay femnatar
F aga & 39 Af MW FA FoAhER Y o @
ag aftt g1 wifeafaw 9t 25-20 9Rek ¥ anaw ¥ afew a9 fwv e
= Frranal oy swyfaar w1 arr st ez g
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{v) sngew 1 AR —gy AEaE F ferwal @ gaft @
ARY W e Fft A g sAw Aen f oA ¥ AREET 9
3fam e T A g ) afe v e AN F wgw N or g afa
amaifag fqar smar @ &1 v fagarat agg & wfears & 7@ 7 &1
3% FIEY 5T T F A ff 7fAr awme Q¥ §f awmAeT F AR 0w
AT 1 ufa faedr 0

() S #1 Gw wrRa—za ugfe A afeafes gPm ¥
famaatit & wn 71 gw e § 1 a7 faorgat # arEr 18
WA 9% MEWT @ & 1 faw au adr vgar § oY I¥ wiuw w1 F@
Faz A afir aftad By et @ s oawevw @ ofr
GRS AT At § 1 oo feafy w frwaret o 7 afer w3 5@
T 9T AT G0

5 ara-wifnar agia
(Profit—shanng Plan)

fammwwist @1 wifvafs 3 a1 ag ot o ngTaygw fafr g1 58
fafa & aave e & favarsiat O wear 5 o & e few
ofeafns § w9 % femr war 3wk ag F w7 gear $7 Sy A9
gav g 3w § uw fafwd sfasm & anoe v fafeeg g7 ) A F
AER 9T waw aifas faxa & e o3 fommaadEt @ s oy
feman fam ar q=ar § 1 fog <@ oy # 9z @ ey e & vl
ifzn s md |ifiar & qifvarfas snae & woy mg o qeqat ogfr
w8 & afer ag v qew agft &1 g5 qal a1 wdw frdY BT 95 B
arg & frar wrar 24
ara (Advintages)

atfeafam guaT o <7 oafy ¥ gger oy Prew wog -

(v) W=y wvaedt ot frabg—arst wrfrar Tgfa &1 @3y FeT AN
ug QT R f qem ¥ fararain st G & men T AFCFEY T
frata gt § 1 997 ardlt aade ware @ swar k)

() wdt 191 & fgaard—sa ogfr § qifefrs |71 F CH A9
ag Y T @ 5 s 9 gewmw e w9 2§ Ay mear a nifefaE
w1 AT W FH G sAr § 1 afvefaE § sron fed wwe € wfafked
s Al serdt =ar §

() Fraea & ¥ wwETR-—g 5 v ferasqt ag smat
& fr afar a1 g1 o 9 aifeafes off afir fasar) s 9w @@
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oTE uY ofyEw S WY @ 901 @ar 31 TEd gwaT 71 fmew ¥
o ATAE ) A UT a9 F qYAW FY Waaw a9 75 §1

(w) fwu gfz =1 Swm—arAr wfaw faew & sfapea=t
& s are geaT 31 afys & g 8 wa @ frreian 31w
arfeafin frear § 1 s fmett @ wwa faww 3fe & wme w1t
3 s R wet €

(v) FrmeaeT — s farasen afymfes aimfs o9 5@
Y wEt ¥ 987 w9 § IR AT 9T sfumfas BT sy wow
FYGT £ 1 6% slatcs fAaer i 7 561 w9, ST w5 saer
T gy o & ot gear ¥ fogmwAr 1 @

(v1) =t & gfg—ga azfa F o F oF T oA ag o d
fs gz ¥ gd a5a aow ¥ gfg gedY g faaaseal & gaerTgEs
sf F aar 9 95% ¥ fRasasard od g8 A ¥ avi v gfs
amt g

(vu) femTallt A T A aEm T fwm—sm I w
AT ag &, f fdee e fremaeal o e 3 off avaew
araeT {belongingress) &7 fagra &#va W A%T & @ § | T awar
w7 T FIE H A gfg e awdr 3
(a) fawrawaizl & dfeswm § am

(1) ¥R —TF T=IT FT GF To1 W9 73 § Fr ) Fyrmwaiay
Fragwma 2Ty ani & ¥ e oA g §0 g9 aw @A S
AT Fdr § 1

(n) Fg@T—T faFrsain 1 99 A9@ 7T T 9 f77 fran
g smamw w9ty A3 38 A FNAT AT S wraAr S
=AY

() =ety wrawr ot fsw—za agfr & ofafas gey X
fIFTFATAT W SF WA (team spint) F7 57 gt &« § a7 fa-
T gedt & fzaY 31 5 779 HIT @R diwa 1

() Frem=ial 71 wR—arit 0 & feem frgw & Rt
T ARTN S ST H SR O §, 7 i qr ey v wT W 4wy
FAFT FEAT W I E3AT§ )

(v) sEgmEar & gfy—aforfis 1 @ 92T 5 TENE OF
ummqa{q"r@ﬂé,fﬁﬁmiﬁﬂﬂma?&gﬁ}%
sers famaal aa A frasmagdy w39 1 # < wew 31 fere
MR- @7 ST FATTAr A g 2
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fa(Dis dvantages or Demenit )

v mifaar wef W Ay T @ gr TS @ o 1 agw A wA
277 F—

(@) faganl & femw @

(1) e v ® srmdteems— o Tafa T avr A dm A d
fr oA 411 8 3g1 wOT AW oA frrEid v AR
e A1 AR AT T A A (e A 1Y 19T A w oy ofersEt
T HIAAT TT37 92qr & |

() g o e & el o3 g —a Tafy 91 o7 AgE
qm A ag * fraf graa e A3 @ Al frearad g aer e
FRrgsd ot @ @vavd e adoeare o af o w g ad
faner ax @y o g

() gl & g fadtermt e Qanme—ma s oaer 8
AT AT E A Ay mrdam farmm w @ fom s g wefi
frrarat fORFor 93 T F fgwd T AT A § ar ST w1
gorAar &1 A x wee T T g

() sfam wr asad —g v odft Sreamt 4 o g &
wwat & fgemr foar st @ gafae g7 fryraat ae o dierc sd
SR T

(v) Forratdl & e @ afg st aear w torne gift @9
Ty a1 717 fameaing ) mfcafar 7o fas 9 ferrrat gen 7Y
BT = a7}y afroeegey g fasmaator A fgfe o oed
&1 ag wtrar e a9y w2dy 24
(=) famusaly g ofedia @

() 378 @ ravotd ® sadem—famrmt 7 oy Tah T
faQua AW AT @ wg ¥ frowaeYy amm e Noavd i fear 2 v
g Forma i &1 2§ wvm o fo 2

() @fr e | 2 ¥ mifofas & w7 e w aifr Y §
at faraTite ¥ 0 Foaferr @Y if v ater o Frandy i gay v
frmawal 2V 3 w1t saar 1 ik o am o rea kgl

() AP Fv w1 vt N afeafar frr T ww
fararatay 7% A&7 ¥ f‘T\frﬂmn‘t 1w 7@ At g | fapmraiiy Y
géa ag qvaar guar Q— TEATH TR qr Al QR ? g A A
frad @0 aft 1A T\ gu A agt & dravwowy Frefy wrear @ A
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RO G W wEAT AT, wie i Frewwwny ¥ oafoss &
x Ffesraar =7 feafa dar s adr &1

() it & =gear & foere—ad A fymral @ vl
1 Ty shawe a9 5@ § 5 7 faiae 2% sgad & e g
SH &« FARXTEA N, B AR FEw wer mafis @d oY o &
a5 FH SR L | § W a9 oy Fepqiay #1 5 av 3 A
¥y ¥ Taw i awatn A Ay e § 1 afageeeer f
Fatel ® qgq gfT war aEdt &

(v) @i 3t feafir & afagly Tdi—wa gas a@adf T F
flt B gT oW 1 g9 W A T 3 frasa F3E waar g s
Foft & fot & g weqed At & we @ a9 and & frear
ad fer smar @1 AT, 97 A) awiv g A3 A fporoew
gefas andt 7 & faragmiat ¥ 7 far awr § 1 @ g fater &
91 wfagfa &) 9w § wafs frrm b 1 afa & ger asfi

(m) sFra & gt O3 & fwgsabh S ofi—arg fom
Tl @t W afinm 3 Ak Agar d mEam A gfs F<a o afew 5
at ot oeg T adt it ¥ et ¥ fag awwAr 98 S@r g 1 gaeRst A
TAEDAY & Ty et § ofa g avd § aen sl @ ggweny
A WL T W FF G ATT §, Gear § =y & W, Y 6 A A
WiE S A Y & F A B Y a8 A \eer &Y gif gt gay
& & 2o afwre W forasatar 11 e asar g

6. fafez azfa
{Special Task Pian)

gt & 7 § Tz § 6 oy a3fa fafae ot § weafam g0 o
Tl A farawaia ¥ wi€ ke 214 @<awr swar g, @ wosfi w
wrgare arfesfirs Frar g g 1 e affor & e fewr ot 9y
T T TR w3t ¥ e hw w v gwar 7 G s &4 g vake
A1 5T A GZR § AT & 9gE Ay

S14 frErsuiat $1 e AR ¥ MIT NG I & g ghw
foar Ar g1 g o o W e wen ¥ w3y ane aor
S‘u&(&ﬁw’\r&miaﬁmmzxﬁuﬁ&?ﬁ?xﬂﬁm—é%ﬁq
fafaez wifeafus faar ST €1 @ AT & faw wg fafer ol
b ¥ w ek fawr Wi & 1 SRR ¥ e, o frereat a1 @
SR wET F AmfEy Y mdwwwr s fag afz Toodt g
ferazal 31 o@ & 75 STUAT ) samnfr 9w s e 3
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fore o Rt & ot ag aftfe & fr azt oo wfus saw FT s AT
e wr e qer ) mg S fan fafiez T & | w9 99 8 A E
o fafrz mifrafis fdwr ) A 9012 ofr @ TIEA TR BT
el 3 fag s P age o & omagre T gAT §, AIEELY AT
T qet T SEr AP art @ fafes aor T o awdr § AT

it ¥ f1q 26T FrET ¥ g o7 fam g & oferfrr far @@ g A
a7 fafaee xr aifvafar agam |

AR {Ady vties ot Munts)

frfirz sifesfar figar & sga sy fres o7
(x) FdEar @ e a—

(1) w7 ifeafies & ma T A B> i 3 Afafes weafre
2re ot ¥ ey a1 A% £ 1 Aaea wAr fyweaen 1 Frgfs w aift
A% F X P A W agd T A wasaaar 8o

(n) wow faraeal @ smawwear afi—in fofee srf ¥
AR g EA F g AT & ferrraia 7 fagfe aft wed
Lecit gl

(1) mgwlt st W S @ Av—zw agfy & aEnt
g Ao & e froavatar 81 418 off fafrez A1 ginr ar amar g
A 9N AT Y 39 AW Y LIRAGIT A AT AT

(nv) fawawatar aur fadvmn & v o aw g—z @i R
iferfaT a1 A # ¥ AL Preaent sarag ol of e
FTH N AAT AL TV 1 omA PR TIH 37 87w arr ey g S
AT AE T FATAGIT TN WA v Ay frwT oty g Prdewrdr
& AT g T A TN VEH £ 1

(v) forn afg wem—in frf ¥ wfeafrr o gram TR Y
sen & famaret dan adura faam g7y ewrd 49 ¥ § AT mgA
FX g B GEEE we T F A¥ ey W fHEe qme qar e
Fromfa & famier Fr mid Y 0 et qfrmeerer ge3r A frwn
afa @

(@) fawuzaio & efefm &

(1) mwa w1 wgwdtn-—fagast oy e &far aral 7 TW
¥ a1z a¥ g 9w 71 39w o fafme woif & v @ ATR @Y
£ AT T g3 & wmar

(v) gw sr & gfg—fafez T & frr sy o fagarat A

Ta MR T o WA Y faak oftomeaes g g ww v gl
DA g
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() * &= & 3fe—wd fremal ¥ aof 4% &« gfy &t
21 e amt ¥ wiahe g RRe o mogd w8 A sE A
for €1

() Frn—sm famat w v w191 & sfafis 59 fafice
1 oft T F far srar &, @ eer Sl gzar 3 o afan
weq gad wfus w1 ¥ B AW @ IR R et
i (Disadvantages or Demerits)

fafire o agfy & #% g O § Y Frafafaa §—

(@ Faae A el & -

(1) wfas mu—zA o3fa & ovam § 53w affe ol § fag
fawagal #t ga7 qUfeafa® W awAT R 0 TS geqr ¥ ey wlaw i
I E

(1) o6& sz afer—saw fafawe ;i & fag sew § g
afts 3 YT 1w fedt fafire w1 1 Gt o fomawal ¥
FTAr T &Y wr g 1 g frrmwat Y Sewn a f feik swarg
frag ag @Y s AT A w01 af 7 fEwwwl feqt fafire wg &)
T & (g T F@ @ IX ansT wg Rar I agar €0

{m) gu® g3l & €0 R [WEAT Fe—3@ Ry OisRT
fuw 9% g & o7 7 AT 7w QT § 1 gz el ufeafas
< et wew wxfa ¥ e @ g A Aaw
(@) fawrzaim f fzdm R

(i) = frmawat ¥ o agm@es—ag v=2fy @y G
F forg @91 TYY § | A MAReaint 41 emema o fafve o
AEY W ST § ) A I T @i 3T NS A sy w2 e v €0

() wifcafns & ofam w7 o swa —fawasai @ e
¥ g Tl At g §, Praw vl X S arfexfas o o g
3% w1 sfag morer 7Ry efoe v & fg e T T
feATRS 3R FrRATi 9§ $3 71 %9 e s )

7wy 9gii
(Quota Plan)

=q wgft ¥ g w3 et O e fftag dx o
Fafima wale &, uw fofiwg e o, ma & frrr a1 we w¥r s
Tora® o wofimm 51 uF wl fafiwa s @ areh § 1 o Bfww B
AT ® € AT (Quota) T WRIE QA A S ag afy wow
¥ ¥ afafom ot lwﬁﬁ?ﬂﬁiﬁﬂi%wq%mm I it
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frrr w Yan &, At 3a¥ fak sevaa @Y awea fadifra wfe 99 faa-
at o1 ¢ 4 dy § 1 afs 77 <@ i mafs 1 oad faifa waa
Dfr & qUI 7T A w3 9@ &, @7 I THTT FT AT TG
frar ST & qar mrAt wafs § fan faaifcd mas i frgA wafe &
agtag AT B A AE A S & | gAR Wt w, gt mafr & fag
IAFT WA WA AL T AR + fagAr wAty F AwAr F waq F
a7 AT | A wafa qomaa F g A O, 99 v wafagl &1
F{EA F YA a1 faar amar g
wra-Qtg (Advantages and Dis dvantages) :
7 w5fT aead B 4FT g41 w0’ agfy 4T gar "’ g
wa ga wgft F 0 & § Al pyg-da &, Sy e qar snga’ ogf F
&1 gt saTr ng A4 a7 AT 2 e g FF maT QU A F ar &
T faaar §1 safa il am & fag frrarate & &6 g FeE
AY afoar 38 #wlY & 1 g0 W7, Fravaiay o 9wy wwa g0
T FAA A0F T3 Y FrAar 74y @ 2
8. w3 gfaw ozl
(Inioge Barefit Plan)
g o aver ¥ aifeafns @Y nad o § E @as agh w e
g ofeafes @Y g ogfagy & w3 13T ggfr ¥ owwada OF
fraye o fagamwidy €1 Jav o & aqr dmr faga @13 & q0g fafra
girad 9w Fwr o fant O geaw ot wwRay ©7 & WMEE QA
aar ¥ gagTw i, AFA e, @Y s, whror faf oo 2,
sfaery, wATSa, a1, A, i@ mfz afand warg w9 fera-
walil 91 77 wfafrd qfcalas 71 qram frar mar ¢ 1 g7 ghaamy
F Freg FrraaaiaY 71 st azar § 9t 3 qear ¥ fav ufad A Y
g1 &=
wram & fag aw
1. o OF =) fagaraiar Y mifoafas Qyaet ¥ oo g qud
CilEe Nl =

Discuss the basic features of a sound compensation plan for
salesmen

2. Ferrratdl & mfofar ¥ AT ¥ e gmfa @ §2
What are the factors affecting Salesmen’s remuneration ?

3. BT 3T qgfr’ Fr F@r Naa o gy A T Ids
Rfar

What do you mean by ‘Straight Salary Plan* ? Discuss it3
advantages and diradvantages.
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Fa F @t & O o Qe a I A

Discuss the ments and dements of ‘Straight Commussion
Plan’.

Faa Ta1 FH fabag A & a3 s g afad
Discuss the adsvantages and disadvantages of the ‘Combina-
tton of Salary and Commitssion Plan”.
arfosfas 1 sEe @ ggly o3 afveg ¥y fafay o

Wnte a lucid note on the Drawing Account method of
remuneration

freiafen v afya fewfoat fafey
(1) = wfwn st

() =7 =2l

(m) Fafoe w1 o<fa

Whte short notes on follonwing
(1} Profit Sharing Plan

(1) Quota Plan

() Speeat Tash Plan



farawatst st afagad

(Incentives or Motnation to Salesmen)

“The Primary Purpose of motivation is to aid salesmen to
satisfy their goalsby stimulating them to improve the effectives
ness of their work

—L K Johnson

T F AT F AW FvEW D w0 F wr oy ofearfaa fwar
AR IR\ AT Aaedwl § AR a8 uw AgFagT TAAY g v §
T I AR R T FE o gt qu F w17 Farw @1 g |99 77
TR ATE I @ 7 Tgen § ot snfw 9 a9 @y F fro gl
sfeq w74 &1 wfanvar ST & ot wEATt 67 ox afw B w0
s i wfusfra st g 1 ow =i ot afasfra aft fear o
ARG E AFE 3 dVemani T frdr v ot W miftg & Py iR
far sm § 1 AusARwE efteay F g agavw MmN v A9z
F IO F AT qaq F AN A P v H
afemmg ga s (Defintions and Meaning)

7% 9 (Stanley Vance) & AR 27 f & e ar
=51 St frelt aats A Tvm A g w4 g fr ag safs a1d
A T sfed @ T I Afanam wey 3

afems (Jucius) ¥ #A oy oF oaf 5 a7 @97 A,
faly mifom afvar 7 77 ¥ Pt ke et § oar aTfe a1 FER
T Pl Y geT A gamr g 2

1 Motwvation implics any emot on or desire which so candst on one s will

that individual 18 propelled 1nto action —Btanley Vance

2 Motnation isthe act of stimulat ng some one or oneself to get a dessred
cour e of action or to push the right button to get the desired action

—Muchael J Jueis
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i (Beach) ¥ 2=l 7, RN T UF @ 0 JEETTT A1
wUt 1 af § faeR M 3o & o ® afowfer fao s awar §

wiEe (Sharle) ¥ mqene, ©frd fafes faan ) = s an
frdt fafem seg W wifa ¥ frg FRem swor a3 & wfa-
s g

ATwrEvE (Mcarland) ¥ wa 7, “gfiormn @ wwar g
i g | e aEe safera AUArd wan aiveEs ¥ T 53
WA afedi ¥ g, NI fehad @ Gimysamosaws
forg Sf@ sy §17°

@ v =z § e wfad oo ag sfem §, faad o fasnraisdt
1 718 ¥ fan 9@ fem s 21 0g YA afem sEwsd g3
AremW Y Wi & wfasyor 3 % fag fergsala &
wraTasasy St agfer & st g ofre g whenr w33 =i EE

wfas o fy wela
(Mature of Motivation}

qfaTarl TT [ETA T NF WA A B 9T 9% a9 A
s ¥ e A F AT 9% IR SFHT F AR 9 0T §—

1 =i v oF sfEn—=T @ wfma ur Aaq s g 9
it s e A& T (Momnaion is 2a unending Process)
farrratal § wd F@m ¥ fag, 7 Aty @ frew whafa s dt
AT g

2 ag Frarwidl @ @l = ) F i awt e 11
fritr neead faraar ag § 5 ag frerssblt F v s @ e
¥ wiftx ¥ fao S a6

3 afud o & g & & @ gEat g—afaTay #Tag i oF
TG w2, 5 afasan 31 1597 5 €1 o0 we 31 Fa
T €1 alSen w7 gE Argw A g, afw 4T e ard o
wt b AT aFar 1

1 *Motivation can be deﬁned 2s a willingness to expand escrgy to achieve

a goal or a reward —Dale S Beach

2 *“ouvation s a r:poned | urge or tension to move 1n agiven duzcuon or
wachinve a certain goal ™

=~Car roll Shartle
3 *The concept urmom-ahon 15 mmnl)‘ ps‘{chologlcal Tt relates lbm: forees
within the e or which impel him

to act or not to act in certam way s.”

—Dalton E MeFarland
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4 afasdTar § ag@a s frar arwt g—wfadar wd FEn
& fag & a9, afcw Y agata ¥ gfy Ty & faw o & Sy 3

5. miws T Awmdly mawral @ agfts 3 —afr 2
med AT mremran 37 aghe g ame 2 9w,
T o mafer 7f AEwEwad g/t & 1 g weraward 7 qia
R & fan gaaw nfadvae 2% §

6 wfasd T os fafeaa fafa § —sho mmrediog (McFarlind)
F afasen #Y on fafema faf amr @ e frar & fr onfasicor o
fafr & fawd dwoel, W, tsopd, wgeasiw, goed @
MIEEAR & WeAw } WA qagik w1 fEna, feinm o7 weste
fear avar g1

7 afedwgr @ wign wEmfT g—site  HmWEET
(McFarlind) a1 rg ot st § oo sficsman @Y weaye s e ot
& Bk g e & wferes woad @ e af a1Rar T 1
AT #

8 sfadur qu wAwa o Al @ —vF me gz uw & aua &,
fr wfalvgr aar sz qw dr g wie @ A qe Tataady g1 freg
B E A @l F w21 whaseen 718 & afy afwa 737
#X afxar §, w1fr w4 =g

9 sifas < wada wqft w1 afeqrm g§—afadizgr 171 3g UF
TR e & 4 wfunT e wg A Ay § sfaivar zearafed
WA 3 ATy # ) wfagwm R A1 ngfr i afmnaes
T e § 1 7 9T Bhawom o afvmre &, 7 f5 wrm

10 Al gum safeal @t oo & afgly st §—
afflvw gue A Y T 4z T & aat oAt wT 7
ST TR 0 ATV wary ear € fa.q agt wgeagd we & 5

AT ¥ @ @ g satmar @ vidamar oY e adr ar
aFar )

slwdza & s
(Objeciives of Motivation)
afRirar T gy 9w A 1Y Tid gy &y wfaafia go g )
sYe wiAmA (Johnson) ¥ TINT wfd o wy w59 g 3q fawawaint
AY I qel @Y GO T N agraar qnw ey v fag, saa o gawar
H que 50 ¥ fag, Meaifmr o @ afdeor e 7¢ gge oY
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& wwy §1 eeay  wiwEam & feafafed 39 99w W &

A § 1—

. fasmeais &Y & & g &f@ F@n)
frrreatsl &1 GZAN ST FET 1
fazamatdl 1 MIEY TEEN TR |
faraeaiar £ AEEsaEy £ gl T
T ¥ wg, R w0 fraly FT0 aAT I Tl @A
faTagatst & wae =1 2 T
Frrraiat &Y TReEAT ¥ g TTAT )
Fraeratl B 713 qgfe S319 TT )

fazasatdl &1 afien A siEwsat
(Need for Incentives or Motivation to Salesmen)

Frsasaiar &1 @d9Uar 9eIR d9T G978 W@, AR qeaT
=rat & =y 3w T F e, sy sEm e R
gear U=y & weg el fagw o asdy &, freg afs s aiofa
8 fran oar § A wear Y AT TN OF €A I ArF T A
s T & Aen 20 ofx frerrstl §1 oaw Ann aiio @ &
ST &, @ uw aww tar W w owwan 8, waf' I fewrwaih
Friemar oAy &9 & 03, Frad f g femsai Y Er 2
Fe (Allen) 5 sfwn & 721§ fs sl 29 & afadfa afs
aaifaw e aneT ¥ ST W YArs #T ey §17 (“Poorly motnated
people can nnllify the soundest orgamsauon’ Allen) Tque fay-
sam 91 afwifka 0w § foasal 9 wfvifa s@ o
T 3 FY gEETA fe et 8 e §—

1 1 2 sFfa (Natwre of Job)—famaesi & =/ woft
g ¥ F1l ¥ fam ST g 1 o7 oF F0T Fd QT € = frmaet
= gga whaw afess T 9= § ) 9y qEn o g, fah et sy
g1 92 faern #v A w5y g § 1 fawefaw awfa Fafeq ¥
7 fra 991 &1 a1 g 91 faad €1 T (Kotler) & sigarg
‘e faftma @ framt @ @ 3 fwasal @t owen
IEF AW TN e §, woF o w1 Fafmw e o g 2, vawr
wr mfafer e T i 3 < gw wafa & wfoeegd et
T WIRAT T O, SOS1 &€ war € woan Few 2 a1 S g,

P N
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STY Uy oA N ¥ wfrere @ A QY R, fraat wge o & fag
SIRETEAT THE 17

2 sm@tw AR (Repetiton o Tob)—Ffrrrrat Y afq
SETT9Y N maorar R esAY & fr feareat AT g wda
@ qrATt @ oerA g gvEwwti o aar aeedy a farreat @
a7 7% T A 7 A AR TieT T oaw aw or @ et qEr
ST3FEN BTy Ry 3R 39 aT@E WA d , Adr a@ &
TF I AR A

TN AT s frviga or @ & fadm & szrfed & @R
e1fT & T390 IMA A wAr 4 T Iud 93 Seang, SO
TAATWATTF N 2 N F ez gagra myanr AN
ra feafs w3 as v 3 fom frrgeat o R agwa s w0 A
ST TRAT o8 81

1 @f s arend (P von ) Problum Y- wfirrra frgrraiad
F af T anT ¥ fan wo ¥ g7 rgarazar § 10 % w8 ofenfor gEn
TR T ngfer WA@Y AL A & Ay 9 afafE
|7 A A T ARSI AT A v e 0 ey wyifeafs 1
A ATT VAT g 9t & fed gie a e
aidt 3 BT ATMY Y 09O AFY £ 1 g4 |3 arit w1 QAT QUK
Fifer 72N aY 2z a-Ar & s eI At g AS AT WY ] FA
Avfera w Al A vw wvie gn AT ¥ e WY oW R ¥
fam qrg gt g T AT AN T QY 3

4 g mEm F1 from (le Dadop Teim Spint)—
fragTet amas @ T AT T Y an ¥y ag i ¥
qaTRfRT M  mA % aqmuew dfe ¥ s a7 wertd
REFA QAT+ Tfan ang ruy gy aad T ey AR ST
w31 A T 9AA X1 T q9r SR Aeg W saw TN
sfg@n

5 wate sgfr (Munon Naw o)—ammeem gar s1fs &
ar fayt k1w A T 71 3% fr O Y ser ofes sfar W
T s fararga gt aft farrrat @t ofoy i wy B DG T
oY fhrr w1 o Y W Y, A9z mTsn @ wlve aod wROr 1 oAy
Slzay (otler) & 3faa Q faar § fs < ¥ (Frevrmt) fear g feelte
a9 wlas wrE e & S & 99 wwd qF wEd v (< They
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won't Lill themselves’ without some prospect of finaneul gan or
ocizl recognition’’}

6 e ¥ afg T (To Increase Capacity to Work)-—
faparata Y Tdewer T gfz =0 ¥ Mg o fooeia 71 of
Fnt &% 71 st asdt 1 9Aa fgd ¢f awa Frsdw oy
& frg afmfrend sdtfos ST e avdt 81 feew w7 wfew (Sull . nd
Condiff) ¥ sfaa & faqr & {7 fermgrabit & 957 @ g5@r 7 a1
@ ol B 6T A qww 0 gewr faea fGEaweint & e wy
el 71 Pl SO Q9T O91 4RT §9g% WOAN @1 S0 Aty 9
S HR F g g

7. farmaatat 1 sTRvEwar! ¥t agfe (Satsfies Neeeds of
Salexmen)—Tw2 Ty 8 AAEEAT fawmFminr 31 @AAfRF, arifs
ua wrafaE arEsaFaE 817 Q& ) gmEsaT g1 B T ardfs
FITEAEAE 1 RYT AF(GF UF EWTF TEES N q69l sgeE
1 g s, 37 Age B famr famasaisl wad & =i and &
« T o 2, o Fle ga @1 siar g1

g witaw & fmio Rags (Helps Budd Morle)—3agm
T 41 31 791 (Will to Work) ST a7 €+ 57 3753 87 oY 57
%) mazgard {1 @ I §, 99 59 snnfas uE wafew aghe sra
gt drfafg s sy s A ersOv dRr g1 e 2, fs
sfasgr #9ER @ [R5 7 ggEs §)

9. WA (Cooperatt ) —mfuifeg fromeat meaTY & oy
GEARL AT @ w7 & R, freg T oy agwlma § arg o agai
T FER 7@ § + wiifer ferarst g @1 4 W ETswnO
TG 0 FIA T AT FATE |

10. WAAT KAY BT wgar (Proper use of Human Resour-
(e} —aFT & AT ATl # agemw 7§ A sas sfvafe
A WRAT § 1 0 T frwewt = of gd o ¥ sfwha ad
e wwr § & SweY Trde oF mEww fwaEsd § &R g ae
sfesm ¥ 3u sds forreai A srafor fiwat 91 9 9
AT w%s1 ¥ e 7 e fear wm wwam g

11. w25 wawi T faata (Build Good Relations)—afdwm
& oru femnTilslY o7 w3y & @i ng7 aveesl o7 gasTg AT W
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T T § | wET T A w1z T FF T AT a2 §
A1 = wfarm ST ey A & A sad A wear A few
THT S 3 %¥F 7R smT ATt #T oA AEgd QAT @ AR I
af-trsary et gwg FEEr 1 fAET g

12 meda ssrEl 31 fmmg (Builds Human Relations)—
—r ® T srTn F1 fERrTer 3 99t g 9997 A e
AEA T 7T E BT E L E mErerT R A v A @ g, fr g
farTS S rF R 7 39T A FEIT ST fRar Wi AR
9 1 R IFA R A Y 71 SEAT § o A w9 fem
TF HTEILT FRA 2

afag o ¥ fagm
(Principles of ‘Motisation)

fa-Trmm 71wt Fw s g Bt Bemn oo
T =AET 1 g famr fem s

3 fa—vm v g 1 qwEew Sevw @ T Ay

2 fFFsF=1E TR CTOIW A 5 A T |

3 A7 3T E A S wwAr T ey A S awEar
kcifuregl

4 famasarn @ g=n s gw aTEITr 3T O9E O w60
e 0

5 fa3 7 71 A wn frer a1 agac o e

6 fa==TTIE AT Y TANIIF ~y 3 AT AT

7 Az~ F 73 QTSI T FAT 2R

8 froivw 7 afar  a%y r3 amnfTs faaro waTrd
T fET o

9 feF 75T § T 7 qafA oA 7AT ArET )

10 fa=a717 31 3541 5 Ay frarm & g2y s @
g1 )

V] TR AT WA {tesm spinit) THTE T AT 1

12 fr=ar=rmm 7 femr 78 ent g snfzay

13 &TT F1 FFL T &7 g7 7@ Qe o

11 frroram ¥ afemm wf@es 71 &1 a5 9 b

15 fergram a1 =l ot gz 1T & fowm 9755
Eauircdl
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wfas @ afxa
(Motivation Process)

afwianr £ aforar &1 svams w0 ¥ e g1 o B fw afe-
FTOT ©F 9EFa § + 7 AEa &0 § Fadl WA € 1 T 39 T &<
feT e g R

1 W & faf@ (Determmanon of Objectives)—
sfin &7 & fag adaqa saeas By afnig & sgwn # faaifar
=< 3T Mfgw « fn 9E e ¥ sy feg afadzar & < 5 atear
off w1 WA I ¥ fanifw fen for Saes whrdaer &
i B Y FEAATIAT qA G G0 4 I ag ofF w07 340 o FF 97
fr fozny W A0 1 TR F@T SgET 81 W9UT 03 AEEs g fr
saas g3 fiftvg &t |, 5 s wfndar (Fa w1, o7 o &
g

2 fasmwalst Ft WRATAL 37 wEAuT (Stody of the Feelings
of Salesmen)—usfiizaw & i @3 ot yavaw 1 fazgwai @
WRAMET &1 WeA9d F gy | fpaeat fea ferfa av &% =1 foxy

* ywTe Y AR ¥ Fay §, gw g v werae son wifye ) frrwseia

R =T & afwifea a7 aw @ o asw g 93 aF I
wEAE 7 s ofwg = F wonad F

3, @Tay (Communication)—ufirizar =Y fafw =¥ fasa-
STt &7 9t & wizy 1 afs wegs 7 aw qwy a9 S W
 wgats A HEwd W €, @ 2o faxu sl w1 ofaw g § wfadfer
F Y 7ot §F /¥ whiwiean F azq A agstar @ gater 7@
g, afew s w1 frrrest Y afafr v o v g o
g §Y sfagfiz (Feed-back) Far off araeas 89

4 fga dam wo (Integrate Interests)—fazamais #1 w7
A T § oTEt B ownsT T ool vy frrmwatd ¥ fgdr, 9
TN A A T A | T R 9 IS a4 & 338 5 era i
wFe g el @1 @ svw it =Y 8, f5 faersaint St
wfrtfas sfs for a3

S WgmE T IAEE & (Provide Awsinary Conditions)—
fremeaidl 91 seif@ 7R g o 1o wgar T QW v
T IfEe ) 57 ¥g we7F frvawwt o afong oo =% QAT T
S Tt A=) TR T AT w0
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6 SggamE (Tewework)—qeary fareraiht ¥ T
swregAr @1 fagrg 71 2ifi 3 1 wde frraaat 714 A WK g s
Tt 33wl Y WA a7 F gl F T 9% @4 ¥ W
@t aw 3w arfge |

7 mgaEa (Follw up)—afaizwt }% & 417 a%9-099 9T I
N\ geatea w2a vgar wifew fir afadrm 21 %7 o fafs = fra o
a% 9MT gHI G\ /T 7N § wiier & mfagwor 3 & fag md A
fa st & 1 afw e adwra ¥ € vl qfed 7Y wfaeg B Aww
frar a1 A § 9T wArAsEs foaen a1 0 ene frar ar g

wafwsd Tt w1 asisn
(Classification of Motivation)

I ummE gy wuEas wfadmr (Posive and Negatve
Motivation)—aares sfaivan qeerre faaren®r ax mrfe g1
frmedy (Fuppo) & s wawws sfwsvar a7 afrar 8, Frad ara
AR AT GTEEIT AT QAT G771 K1 AT wmraae vy 7 F fg
wafag wom § 1" awotr afa w1 A s fafaat ¥ g—-(1) T
& B et @1 qF swar F T (u) g &, (1) «afiw § «afera
e ¥ g ¥, (1) sfrdfrad satas TIAN, (\) 7T gEm 7@,
() =R T s@@aT T Aot (vn) wfaw daw ga T@TL
HARIE A 71 arrens ar ARgT gfagvar WY weF §1

qAEAT Afas, AfwgTOr Ay o wymw fafr g1 sgAT @
a1 AT @ 0 gak awRarfeh % sgasar 8y Ay ¥ e ar
ATATE, ITH qEr T 9fq e womT O waar v farey frar o
/TATR |

wAAE A F frrda, wmiens afirdgr @ 1 wWAET
sifasiaagr 1 3w G DAy may oA d w7 ¥ e afe
AT T AT g o fafa A safeeaw 3% ¥ frq am uT 208
qTHITAC GIOF | qwIand famrarg ¥ oawdr oo falw ¥
afadTgr & 3fad swaY X St safe 3fag s @ and Ady
F &, AV IATY 920377 Frav s @war §, wwer daw arey ar 9 2
a1 T S q gy rararar g

FARAT ARATTATE 737 TF firg 70 QY 3 1 w3y wemady
w7 At  frordf 7 wa X ad vm Qar g fr wowws A
sl FFA q@ArT Ay wd wifed et g Qe ¥ ¥ wsAr
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frod wwia feom § 1 fawd (Lakert) & T3ame “didad & stowRs
afvs g Feorewar ¥ FH owTar §

TIERE UE EAREE wiaE W § @At

(Drstinction between Posstive and Negative Motwvation}

AT FT [

TATHS EuR Sl

1 =fadwar | @y afad<ar o e | o et & s 9
FT A | FAArd & T A 5o O ogd At st o v
g Framat smaT

2 sfare TARAT AL T - | sl A 91 9w

@ey #few g, ofug xer femar 0 sEW
mrma, qiafa wrfz s ggrwas fem s oawmar
A g KA

3 wm | s wRE s | o e wmo we ¥
aifelt & wiEw 3 g | farda g €
WG E TW IIH TH
anar # 3f7 Far g

2 g OF wrafeE afyd @ (Extringe and Intrinsic Mot
\aton) —=rg ARETH % &, N FF BT F miafor AT ¥ wrw gy
212 whnicord avf 3 997 90 A Y § g T wiw, wWH
ITU & oo 24 ) 79w Iqw, oA wve (Fringe benefis) da-
fagfr dtawd s Abm, foarw @ aow, gfrest oy mfr
afqizomt & szgaw § 1 gEnwt (Herzberg) ¥ 3¢ =w=w aex ar
T 1% 957 (Hygiene or Mumtensnee Factors) 3 amn ¥ weiifieg
g

srafer A T T A 74 & Shm s 1 YA
T ¥ 0T g TR F Y | T ATT Ao 2 qunfAv @ nger
AETEE WO AW 17 afadid am. ot @ @Y 8
A, IweEEe, AvE, w9q i fEAnd, iy o weahes
afqrm & | gt
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3 faefrg war sfsea sfaz e (Firancal or Nonfinanaal
Motinot 1 —FErT oIS Az £, A 5 a1 9Eed =y gmH
=y ¥ IFT T AT —TPZ??R’TZTL—\-#W&”{WWW
5| zag wofrs s Tra frarew Fafagfa ATe, Hezdt 71 59,
fafra1 a1 — a1 9 gET7 71 5T, fOAR 94 W
st AT §ogET up meeRgd miRAT
T3 sEa 3.7 5°A1 §, I5F 5F SIRTAT O
TEE FTRIE TR ST ATE S FTATE )

e

TI1 T TF wEeAT WA AN A =% TR
sz Ter, T aafez 37 g7 ¢ 97 fafawa §1 il
flmia B ATeT ATEREEATR A AR o A €
T mrT ry feafy w s TR I
| @z 2T e T A 2oy wEhfan g afnkeen 51 FAiET 9T
1A S AR ¥ S deAs (Gellerman) 71 ven E fE AR
oF 7= Ta ¢ @@fE g7 1 AR QA S0 TN OF SImeE 8 wE
Frmm@EATATE AT I’

715 F T

W?’f’?q:'?t’Y’—l:ﬂa—T-

7 77 F2 Afa @ abEitEt 4 a1 fr g aad-
#7447 AT ZA1 TqRAT A, A e ward A4 4 Fezw wg AAE
(Chaster | Burrard) ¥ 5491 Yo7 um Ay g9 &1 aAg
RAfer gt 177 @A 27 A F g wArge e g 00
@3 T T ET R T 7 SPre— e o & fo i w5
T #F T 20

gty Afaaermi g @ 71 bt a7 oaw 7 oaRed T8
I £ 1 7 2FAFTTT e e 8, <t e 7Y mever wEATH
FTagiz T S E ) Ta wea, froiv dAn, #Av A 7@
s & =3 g wfeT sl A, w=dr a9 and W F
aifzmifz 2T sfarmd £ 2f (Dubim) ¥ wgaT, SREE
S 1@ ArAfar grer E ot Feenne & frafr A gz @0

farawatdr €1 afada gzfaat
(Methods of Motivaung Salesmer)

frrzeAm §1 g 5 S 75 qgfmt foga fafad
'zzhzfr?’rﬂﬁwﬁz’(Wﬁtﬁﬁﬁnrqwfmmam%:
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sifas” t(} agfaat
| |

1 fad u srf’lﬁ“m

| |
(%) dafes vgkml (3) wrafes it
1 =i Se 1 gR«T T3 IqT
2 99 =EER 2 fawr sfehfend
3 oo 3 famsATr ¥ oF-aiaEd
4 guafeE 4 &g gRaFId Tt §3 3@
5 fasqrEa swa 5 wafam

6 ggwifiar
L fadha gl

(Financial Methods)
sfaiay & fa<iir oafaat & & faas oo o5 g st

Y ux wrr Rerwsal $1 SUaT gt Fa|, T ar we wifw are
sTea g 21 g fres w4 fafra fasia sfmig sfwlt &
faeqe & aqw fom & shwmizan 4 e & wforfas & wfleer, @
aifrar, s0m s 399, T oEf o o e e
afrat aga swrea 0§, wF @ s § agw N oAfe
sragraral 1 & agfe 78 vh §, afes % e @l qaata s
o @1 aFd § Ta¥ eg A § Awrw oy wawe i faear &0
o whafos, gas ¥ gwma 90 & g arasas g S A S als
ey § gt W) Naw 7Y gT i s srana )

11, wfadia wgimi

(Non-finaneinl Methods)

weT FY a9 a1 un ¥ AEEHr T g A 60w e @

T FTEF AT G7aT 1 & &1 AT sitas §7 AEasany @g
Frod g A mari g g wE ard T g, oA
Far aw et & fr &Y a1 @t 0 wrem B ad v 3 09w
STmd Y deft € 1 wen aifaw @ AEfe s wEET et Y g TR
F fau «ff T FTa g 1 T g7 T Saes 1 514 § ) 990w
sTvT 1 AT frarwa ey oy shafa 57 3 e shcw gehin
st waint F71 fem | Fade (Canfield) ¥ wa vgm wmfedia)
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sfad fer o7 & fag ¥ wiww ffly aeet 3t wdew wfes s
e g afads 1 & afydd qafadt 2 gr & w v gk s aw@
TIATI2
(%) dufas afad o egfaat
(Mdthods of Tnhvidual Motwatior)

wRT AT AN A0 8 | s afs Y o, geaed and
@ifs F&TT Y A AR 2 4o ot Y aafwT B o are gfnifa
X N A AN A A a3 AT ART A, 1 A H q
wang fa=areret 9 9fadf @ 7% & frg 7w fafwer whi oy aafrt
grar vt 2 favr afma tsaray mrrerran, Ry ¥ oT{ATC
wfadsamn 3 ar v 3731 afaion 0 g7 asfart fer v

1. frgraar & wfemr amE (P enal Conferences with
S lomen}—fr77 §79% 7.5 f577 et #1 frrrrais ¥ swfrme
T TR A NI A ATy 7077 @ ey ang @ a7 T
Y o737 3390 f177 4370 f) ) farreat § oxfent w7 8 Y
R A eA¥ Tl AY sasr av, gaF ofrgs Ay ATIGAT FE, TATY
arerdr Ay 17§ 3 afatomr ¥ ATy &) 9y afafes, § frTT-
TR X ST TG 9T oY ¥ AR ¥ qears a<F o 33 A3 A
X ARAE R R I AT 5T sy agfer g7 WA AT ¥IA
FCATT 1 fa7T wvv fqgrab @t ¥ vvey 50, v, @ e
IR N IR R Ay ATy tar 4y ¥ fAFT-
AU T 53 o377 ¥ 977 30 S T4 arg o ogsm TEW
TTRET Y ST (vees o R b ST §

FRARF NI T AT ek fi77 mgew fory GBOE
FEE, TET fATITTE Y o9 ar g gy frrreain
SATTRE T A Fr Y

2. IRt ¥ wfem e@swr (Correspaadone: with
Trdnwdul Sales 101) —47-T9191 & #3017 ©1 & 97 TR TTH
Nt =% Sl 5 1 avm 0 O frraeat I a| qs @9t
& fag v T AT (Tour P ozramme) 731 w00 7 ¥ W E RN
w6 SIRET (Cllcoguis) sfrzir & ey & 7Y sma ¥ fre s
g & fafa ¥ fRerraia o T ATATE AT AN AU
& Ao v ¥ wfy vfw Ay @ qelt 3oy frst oaTeaw
w57 37 9X farmawin v dEfFw o7 @ w7 evTaT TR 9w T
T FE & LR F unsq § a0y wwar v BiQurs frvisaia ¥
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STt 1 wEraT 7% &% 5, 97 WeTaT (Recogmtion) WRIH FT I §
AT SAEY NEEAqY ATl @ar SaF TR ¥ NYAT 69 o T awd § 1
q N FIE fAAAwTT HoG TAWRT M FIA T 967 & a1 g, qfa-
gt ¥ Ao ¥ A W At @) weafa s w1 ¥ qer ¥ A & o g, Y
fama wrarw 5§ AfeT w9 ¥ oF faw # wfifa % aFar g1 5%
frrmewt gatd afem 70 & e off frrrse § ol gwwar wra
T8 FT aF9 §, @1 g TgF e g e & 1 ey fee wmes ©
frrazaint 71 @l of fagst gan  ara-fasam §ar 77 gear g
qar w0 w9 & ufe o 9era FXATAr §  gAR et B, fag yEaw
Prrasatet 1 97 foaw 0 7% af, 91 S aar 7%\ der s
grarg i

WA F gg a0 wedwa Heeaqd ¢ e fasgeaid o faw
Y T o I & g wqeAt g e, Fad e farparatdr Y ot
s fwaw o o Sy gw A AF o7 g dfewng ¥
fawar mifgy 1+ L o1 371 9 a7 fawawaial ¥ 9T AgT AT auqr w°g
ATt FAT AT T

3 qftafa (Promotion)—se¥T = fITT W1EAT & 1 9 AN
qg § AR 43 7% T SAMT WigAT € 0 g€t =g & 53w dwua,
FREAT, 7 A1k 5 feee gfg wwn &1 afk o deaar, sl
mifs & qafer 3fg i arg «f sir At 7 s a1, s i ez
Forar faerst € ) JRY T4 & wfe =<y 324l § qar 9g w93 el wy
qrar s <fez ¥ Fvan § 1 afognwass, 1w frafs a3 o g v gasy
srrgwar fe STy 2, S fri §F wear 3 fog faw) 0 N 8 e
farreaial 1 FRIRTIAH T I TG q9T 7 of7 w<w, wd &
st afas <= @ aar aga & ubt welEar s|s @ ¥ fqu dmm
<afwdt 7T TEafe S Sl aga & T )

% AR OX wAex WA § wafe dva wafs 7 admfc @ fa
ardt & a1 qAWT @l 0F F a7 OF ST % a7 FW G T9r Arar
e ¥aw Wi Wiy, wERT MiE & Frew S g ey Fom
YAYE A1 T WG AW T @H AN Afa Y odmia 5 fawticn
w3 wifgd | wEvafa ¥ fg Falat AR ux faw @7 w19 g
T =4 ¥ ferwratsd & o1 & wfr oo soow @ o awd § o
aE ¥ 9w ¥ QR Pray sy agar g

4. gwwfie (Responsibiity) —35 fRotdl &t ag naw d f
W F afas IuEiue Atrwe @ wheifa o st o & w
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fapmratat a1 mod dfar Al & wfafos woa wgeaqd gl T AR
1 gifgea Y gy r aaar § 1 afT sowifcr § AMYR @ 9w
g sod ofommersT frraTwin oy feafs gem & agt AuE
e aa G
5 frearga wiaar (Ceeling of Accomplishment) —fqaT T79%
A frrgreial 1 sfaafer 73 T fan A £ U TE Ay wE
Y faxfi 7Y Sfgn | 3 R Frrar et Y Rfae T eaEaar 1
oY Sy STl | 3oy A4T AR Q@ QA W T 9y 1 9
T e g (Fawa ) Fraffea a6 71 wawT gge 7T AL
(a) wfgw afas < aglbat
{(Mcthods of Group Motivation)
fazaaabd O mgfzr €1 ¥ A whmifer fear st awar )
aetre, afafard A pfeaTid, 32 gam, b o o afemfy
5 arr § fand gra frraratay T gepg agz @ afydfoa fro
st awAr 0 fafra sTe T ol afose sefi@ 11 A 38
&aTY & T fom s T@r §—-

1 fama arde g @’
(Sales Conferences and Conventions)

frn eyt oy AN frraTatay Y mgfey v § sl
= T AY oF wgeaqw fufr & o e i faST maaw TRE
94 g AAE@ET 7L T, af gu faTa ayat o3 aed g 1) Wt
SR ATE G |

ain (Conventions) ¥ 3t #, faan afrfafa freft fadre S8e0
¥ fafeaa awarr T o pne vatia g & var frovr s o fifewa
aa F @ afgad frar wen g, safr armm (Confurences T g% &
Faair afafafa qravea faare fand + 3er & wrfre @43 § ) @ar (Y
oy ot wvdifaq Frav s avar § U ga o= awrdY ty aeRad B 9ET
@ aw o fagma § 1 wdma yed ¥y O g 7Y guAdT ¥
® g stw TR

lairt (Daubman) 7 , “A convention has several idens n ot a3
expressed by those wung this term Tt means 4 meeting of representatives
for some definite purpnse; and hivang an clement of fixed eustom or generl
practice belund the 1ssembly A conference 111 meeting for purposes of
me Sales M and M.

Satyanarayana, p 222
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afadar 33 % ReRg § T AN T e agT 1 F AN
fparaisl B 997 f9T 23 T, W79 § ARy g@ a9 araias
ATAT ¥ e TN T waws foern § 4 afz 5 3far gwe & amfaa
femm Wi, Y 7% 9g0 & faerd ware @ € 1 ¥ fagpasatay i wfy
T w, SR T qAr 9 WA F 93 7 RgRAqy AR X
A E 1 ¥ grewt o7 fenwainl ¥ = A g A s s s g
% e ¥ fepreatal &7 qeqr &7 Qi & a1 ¥ qega gwAaw ey
ardl §, fwed fammaatdl 0 wfasta 730 § aga afas w2z fred
21887 R, fa7g aRwAl v wATAT § A & wfad 6 e
Y feiafeg @ @ 757 §—

(1) mas 7 faed w1 weAe—faAy ANy SR & g
Frpreat UEtAa g §, o farwatay St 7017 ¥ e o waex faear
& frrreaf sod #9F 3 o aftres s A w Y §aous
g ¥qY o ¥ faerd v gaay fremrd faeE  safus sw
qgw g d

(n) wgaw A A o faEe —g gy O qevean i faas
a7 g faaaT &, 91 S FAEr $9% T2 € S o e /@ 9t
st ofF @Edr 0

(1) Frmwain & mw ¥ 3fe—frea ademt o3 el =1 us
a ag W g e § et §F o d gfs v aagar § 0w
i ¥ guF qEaT ) TEgar T IwmEA wteAr, qegH ¥ 6y a3y ofce
gdar, mify F ok fRaR ¥ aomn AT ] 0 5T wffom Aear Y
At F @13 & oft frag TrARErd et § 0 8 B (Harey Hepner)
% AT, KArGr v avdadt ¥ eafewdl #1 aegd vy, Afn ¥ 5y ar
ofeddt §t gav @t Awa Ay sfewfcl @ agnfd @ faas =
was< famm 107

(1v) =R wfamfs T wRE—TAR OF G § CRTTaiR
FHaTlt @ FAF JoT TAR A9 e g ot s 3 R

gt ¥ Reoprmanst A1 At ard 9wy F aFa7 fm § ) fareta
F1 A% 71 ar TN B ATAC FAT F FRQ FE AF § a7 99w o
gEY 8, fr ontr o gew gmoqw W § awt sy =i 37 Aeew fomw
ST

(v) =gz @@l Y eaeT—th 1o & foreaidi o foe
ST A1 FrQerEt F g 7oy geaan o Aty aem @ @ we
¥ frvaeal o wfumfel 5 sdgma afuw sz am € am w1



438

aweqrit T frare frast 7 Y £ sod wwdt ;e afer w od
YT AT R0
(v) wrete e faza marsit T ARl F aad ATl
nad weY Efw avdl & AT @Y AT | AWt F R § arg 5
A B FATH @ & | T 3% a@Eay 7 afeadd awar g A F o
ofs SeAIE ¥ F17 9T 95 T E |
(su) goa fazaawiat & el ) @EE0—3A frE-
Farlo &Y Fa-8F) Y TAGY 37 WWH g T F ey ¥ g
S @ A I A @ gy, wwd g faw g A
F1 FOA AT IAR LTAQT & A Frar wraTa &gl s
E AT AT T E G W AR AT LIAAAT AT I A
axAv
(v we A cafe—farm qarm @ farard ¥ oafafe
MR ¥ FE AW A A TTw A g RS AT A R g
geal 1 Tmfy a= & A7 favgaqi@ ar o oY mfa g @en
WA TR LA oY Agafa AV, o 3y ufanfa aew § wgaw
FALEN
(x) wmmfss araegrm o agfe—frrenist 91 faR o
7 AT AR § 39 0T werATe qroamA—araiar I
wqTAY wfez gt Bt N AT i ag vtz g e Al @ @0
T8 A AW AN AW T T A 3N aunfxd wwar a1 @
aaa F g9 0T A T W WEIE Ty a-Aftz T awE )
Qg ar {1 (Didvantaces or Limitaty n)
agfy aeded ug 89 AfaguWm g3 50T § agd o= WA
0 ¥ 97U T g A A at A ¢ 1 g Frewfafed g
() Faauesidy 71 £7 awr ar o & Fro o wer S a
TR AIRA R
(1) A¥YaT 1 TATF T A4 Frrgreril 1 geny ¥ az@ @
T 7 FIAT TTATE |
(i} AEr F F@T ¥ " Ty R
(v1) oY qrarat T avmAdt i feram A afwag qeer
T agd ®F AT fRar AT g
(v) "FXadl q@ AaTHn & fedt @1 7% fqraver daq 9gvE F
A & w7 ® f wwwd § W ¥ oy weew ad @y &
(vt) ot Y sAMEE wat & g aw A a3
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() F A B fag TR esw @ @ darfat son

HAWT & 1
2. frn sfadifmig’
(Sales Contests)

fax7 gfadifuar o (v fowy gFdaT 3, O fsaTeniar 91
i 5y 3™ afelws & sl gafisguem o s=wad s
FE@rIME

T 01 gy avy farTeann & afamal vea swm Ay Rz y
fazr afatfrad srifar T awdt 81 < sfadifmm 2 gTTews
&7 ¥ faw 7o farTsaidt 1 &7 1 T 8 1 gaft @ st
# R &7 WeTE fAraTed A wg e € PT v SeIs el w1 43
AT Tl WA 1% 3% wfienfas Gt 9w F qaramfar oy
& g srft SV AT ST AT W% a0 I o g Ay amw
FeaT w3 Brar 71 A% 1 ol siERimEed ¥ gfanfs ofatS s
aref 7T $1 g FfambET qfEar At £ g aEr 7 o A
gTErTR) 1 9 ¥ €1 HraaT ¢ °T STig |

@ (O cetves)—firer st & Fwfafer sy
ST g i—

(1) foermgem & gi=TEl Y WA 3R w0

(n) g7 % faFg §fg & Agam &

(m) =3 <7 T Fraasemt 77 @y 3o ¢

(v) fomzt 5 qfvarr & medt A1 T am ¥ R
wrar {5 g fewaret &1 afadifr @ frag wa @ F fag sz
=1

(v) G F57T A & E A1 O T

(v ) frralst 7 sne Y @ At S g s

(vn) sy sfadmar] snfe v <F oA w 3feed vers
Ll

(w) Aiag T ITRT SEEAFE @93 w17 IR A
T T TN

(1<) =i TIEEr FY QI

L ©A sles contest (s sp=aal selling compaign nffering saleemen incentives

18 the [irm_of prizes or swardy avove and beyond those regularly provded
by the compensation plan

—35 1} and Cuadiff,
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(\) wmfar wfdifeardt ¥ g fagadaid §agg wE @

fagrg A7 |

(\) S% g a7 faxy age fAT afam T farm g
7 8

(\) arg@ & AT weg wegedt 31 fAAT o o

(\m) g T & T AT f9FT qem |

(W) g1 FTER A fR-d wT I T S AR W fam
& T WEh FAMC )

(\) fammrafst & gra T aft oEE W et dar 7T
faem s Fed e & arne (Bises of Sales Contests)

faun wfanfrand sm@vw @ T T8 GUIT ) EE AR 58
IFEIT §—

1) Twad w1 forn (Siles of Previous Yew)—farra sfadfime
AT T ¥7 qF wgeagy Wit 17 79 77 faa § 1 gl & frrg
o1 v § Wy ge Wy ad ¥ farg whadifnan A <l oA Ay &
i frrural gw ofr & awaw wA g ag o Aar g, ag sk
i fafY g WA At § 1 SSrgIOnd 99 a9 |0 €I F AR
s T3 A A ferd afdfiar & faad ey Fran @ oar W@
TIE T3 AT w7 § 05 N Prmrat o af F aaifer faw
AR T 1S sfaaa ¥ wfus wr i Reww A9, 73 sfrerat ¥ fasft
aifrq frar smar qar grert famy s | sfiert 5 ag fafr oa =@
& frta v mmnfra vefr &1

(2) == ugfa (Pont System)—fax3 shyafrar s wQ
W g w3y v wefe w4 S ondY ¥ 1 g wghy w5 ag-ag e
@1, Fate frereat a1 and daw o a=ar @ ad) g &, afw
faseat wew 5 FF 0 TR ) SETRa, o awr b fperTe 8
T TETT § N2 KIAL, TAX ML/ Q1 WS S FA, ART AV
ST T OGAE TN 95T & 0§ AT w0l & fRu aedr 99 °F
Frsifir @2 %01 & 1 o1 fasraatt fr T A ey 2, @k Wy ® R
& 9T ¥ 5% w13 31 ux fafera mafc ¥ arz fag fRroeat © aEd
suRRT wE 2N 8, 90 @) afadifrar & frsad) wifam frar sar 0

(3) waw fawm svam (A Mimmum S iles Quota)—34 fafs
faw ¥ ot favarallt & faw fawg o ¥ o o ffera X
QA E ) & el g8 maw R fr & ageg ar i @
w1 B owe vd § i wRdtmr ¥ geesre faam stamard)
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ST mE weat & oy fafiee fe, ) fETRAl 0 A0 G
v 9 AT gEN wiuw Ol & R 913, 9% 500 % 7 AYS EIN
figar s | ufs wem ¥ <@ femmail 1 0 @F § afws ofv s
s T 6k §, 9 @ famEeai U ¥ SR %) 500 © A7 AT
SART {237 AT

(4) st <t wie (Number of Orders)—Fi=l §3 €810
AT A AT F ST T A A Sy § v N wiwdfrans ¥
ag sqaean 7Y §, B oY ftgwal ead wfas wewm 9 (il # )
TR Wi v, S§ shafer ¥ frewdl @b few wmioed
Sfaarlt @1 g AT fewy T )

QTEETY & WSS (Forms of Amards) :
sfrfrardt & faag v 501 9] B R FS w1 i Ry
o1 WY & 1wt g Pralafae e w R S —

1. T2 3R (Money or Cash Prizes} —F% AEGTY Y
framratsl #1 e § ot i www vk T E freg WAy w -
STt 71 79 8, F Avm grer fopersetl R wd g aftdfa
T T &, fod o 9 & Ewesw s avd € sl srag
g fraar g, % age &Y e & s seq fezagwidn &
REH 7FT A A Y

S AT T wA=T &, (7 F% qend AAaTanr st aesw
a5E 9 &Y, 3 e aefeie i) i s ym Ak emn s
FaTHd § TIE AT o {var wr wwAn g g sfeieve A ar
ST ag @ g, 6 Fomwat w8 e § A% a1 97 gei 9 13
43 1 afefvie mea 7%, 2 0 W O 9RO KTV T e g

L smemaf b ad ¥ owge g0 o § e S o%aT § @ v ar
FZRINT FTAHAT B )

2 @gq (Prizes m Kipd)—vS g =ev fawdr aifag
feramaidl o1 IR A% X IFCaNGAr § & 7 <dt § 1 gy &
=T H gEET R o Remsdisl @t w71 @ i
=1fed 1 STt frrr i A1 o el 3 € # g fear s 2,
g 747, Well, g T IR, i dn, 79 Y wik s g Q@
Eici k8

3 %7  wegHl 71 dam (Combmation of Cach zrd Kind)—
TN T I3 A v faTaint 1 gUIR S a9 3| 2wy
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F T A A walq gReFR AT g fw At ¥ O It § a4 gw
ER T o7 wer € 7 4 A At g

4 fafiwez wge ((Speaal Honour)—fafim amax a4 oY
Freasatur a1 qeega Orar avaTar § 1 fafaee arex of sare ¥ far
swEAr & fxwemidl T A gaa #T AT e fear s
aFAr g T weA 4 @R (Cup) & s owF Y wTR Few,
e il sam O A 77 faftez Wi g fran s A §

5 mEAT QS (Vacation Avwrds)—€ IR 7€ AEAT] AT
frrgratl Ft gEFR 8ET Fd ¥ AT W3 FE A N
Zd 2t qromame ® ATAT AR XY AW g7 @9t ) weww Az
ST | AR A GOV AR & fAw 3 @ o war ey mlw v
ot g ATy § Ay avi-a T AT QAt wEqr AR £ AV
st (Advintages)

farr afaatfrardt & o & famfafar g7 aw gy § —

(1) Farmeat oY amar wv qo ged—far afgafiae @
FEET 99 ¥ gear aq7 faraaatir Y qegd @EAnd g drgard
a1 3eEm A AT g1 A afer Fr o A femaat 4 g
afafes udt, qeq ar wR faar v wa ag aodt Avg eawar a1 g
F7H EU FY FATE |

(u) gaw fraratat & fag medo—frra afadfad gme
fagmaablt 1 qen ® AT ¥ & guw fararal fara aft
AfIsET T At B e T & @ qwarw w2

() wear gy onfa ¥ gfg —Frrr afifam & sar o y
aeq A =l v gz f4 8 )

() sear  frem & Ifg—Forr sfafoaom v wdrae ao
& werT Faeramt oY Q@ e & faww af & qwar 1 79 afegr.
Ty Aear ¥ o frwa § afg @ 40

(v) fargwaim M sdguaa ¥ gfg—faxr sfyffram &
ordtad i ug ara ag W P, 5 B g frrmaat o mad -
Faear aa ¥ a1 @ Wi & 0 gfr gar frwgwai wdig
afaifi@r o am Har § vax A Y 392 prear aadY g 21

(v} wftwm ¥ faww afy aeaz—frrr afadfee o1 sy
F& AN ot aen wadt fawr gfy ¥ faw, gara v awd & 1oafur
e TERFT A7 AT w2, 753 favaaia 41 foer gz ¥ fag
wfaifes fear o avar €1
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(s1i) Gwwesisnt & apdr—arglys faxa sl smier
0k Pramrrarty & s198) azdiy ST ST SR

(i) g &4 ® wifas fem——at e R afrifang
S ST 15 W aeqT WOH 3A I AT ¥ REgagr ewAr g,
famf o ft £ e R 8

(rx) =€ aega ¥ frq a@R -7 TA7 HY SN "way A AL
3 g T TN Y 6T HOU 9 w9E {777 N q@rw &, qv
afedifitnd oEtfa 53 o8 71w a0 B ar e
g, @ 7 smfaa (Disadsantages, Limitations or Objections
against Sales Contests)

fan gfadifemir & S§ OF i F§ T0q £, g 9% FL AT
71 S ) &y Y frsafafar § —

() mawe fopeet Froemfgn—e? 317 9 Q9 oo & 9w
21 % Pt @) sgg wfvw wigy O §, 3 oft afedfer ¥ fram
s Af &T O €, Al agw frow @R € & @ sfedfiar ¥ s ey
T 9TER &1 A0 s &t ey ol wgwar fE@ A A g gwoare
T @, farasail 1 areare sfafam w s ds afed

(n) ¥ wed sfas e v @ e gk
T ag §, & 7 wens fxgr o oamw € 79 @F whoife §
wafe D E, §7 a5 frmEat FET afem #3@ €1 9= qfaarisr
wEI AN ST Ffem s g i)

(i) sfwifir & o frva Qw I0—g7 Nt frwd wia
fifrar & 55 T 9F & F7e wtw T 3 ¥ ET §, @i il
w1 ¥ wrETt & wivefas Far s s wfhw fawa fre s )

(1) wuw gvEr T | wA—fasa sEd@sT & e
T FT US4 A9 ag W oA @ San g, 5 fomeat dae ey
A7 OT @ SWOT X AT § 1 angsr 7 ¥9r a3+, SRy Avafaar &y
AR AT g FYCnfe W oo w0 w9 o) el o Ay s
R AR RAE L

(v) gleaems awgal =1 fawg—fasT gEafET v fa
ars fama wht ¥ oarar 9T @ @it §, a frwaeet ww aepm v
oz @ gfas om W E, few e so0 R @m raw
HTAHT & ITET /AT AT nw G s awa £

(v) Toa seul 1 wewr —fay sfenfann $ awy fayaen
e fo =T AT AR AT wewr ent ¥ oy wad €1 O feafa ©
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T3 ar o P A AT & farw w3 fan aman §, Py w31 o
T FTT wawd gy, @ fer 71 f war g

(vu1) wdiar mat ~faagain @ afiifg #@ TRE
ceifar ama o afmfa & frsrrath Bl sRF ST
Tt 8 gere W aA 3 o o aeg farnwaid &
wirf@ IR AR R AT T OEERA F o7gE €A g g
I

(v} enfamg T3t & agam & w0 —qafy gofsr skdfamt
wagm avw 5310w sfmgd & mmed Qi i ared £
G T

3 fareswiar ¥ fag wear 41 ax-afasg
{Cerodicals for Salesmien)

aeeT faarrai T & F1r o 77 afavd et €1 g9 afaem
@ T fareryahd F frre o anifT By 9 @ 3 wfafos fagd
aag 3 g 1 frg vy fafsz fAET F9t Y qeew 1Y T 8, B
si7en & 5 afaT o 7 T ¥ T 32 9w favd g0

A 97 gfIT ¥ BT farg Bt w1 wedr & fawiw oy fag@re
& Y HATT FLOAT AT AT R0 HEI QY A% qEpA A€ A OF qEr
\Y sfeeeafone feafa ¥ Ak & o) farara a1 sraad € s awdy
1Ay masrY i frrrrabit a1 aen & gk wwar g e
Ecsig 4l

27 g7 afrrmit 1 favarais 1 =fy 21 7gr Awrd §ean 13
FRE T AT AT AT A W gy wT 3% uF @ e Al
fm e o7 & e 78 RS T fRarcm off frorsravar g
AN frrarat my Y vea ¥ wefar farz aww awy @
wrerw ¥ Awfay SV T G e WA 2 adifE o) o manear A,
a7 gl frar s aTar g Tuw @i 11 garax geqd O T €9 8§
frasaia & =Rt 1T &Y ar vr § | 3y wreaw ¥ fararaba
A A TN T AT R TR @ @y wwar § g AWET 9w
WE ST ORY 81 94T GAF wnaw ¥ qwg wwq < A Ny o
FEAFAY A AR TIN T WA ¥ gar ary 2

4 T@rasarm & fag o gleasd aan doegen
(Beoklts ard Handhocks for Salesmen)

STITEIfAE REATT A9 FITFaid & afasfa s & AT ag-

gftaTrd, §agrm, Tufea o eda mfR AT FA o FRAY E | AT
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Framwat et 37 Ay, TR ae SR ¥ At woawsrd e
FIAT A2AT {4 T AOOAWT | TAFT A9 45 AU WA § 1 W
%1 ¥ |ifed a1 g4 T W ale X 7o 57 gvy §a—~

(1) swfewn @i (Onentation Luteraturc)—a7 W FHY
Frrrat 7 gear ¥ Frgfes PR @ F, @Y 3% o wfors @ifger
far qwr ®, A % &g gfaw, Werk @iy afafaw g, =
gET & QET ¥ S AT & IR § JA JE FT WREET qwEn
& STt & 3, q9AT a7 e, Sy {ra sl aegd oA qew Sy
ANt safs | o wiohan, o ey & Fosrsatdy v &egs,
frawainy Y efawr a0 oF A, gem ¥ g shew o,
gear 3 wifEw Fd, @on 81 oasgdr A deser ar g, e
iy graw wifk o ik A i

{u} frwmewislt 51 oo Qo 85955 (Salesmen’s manual and
tandbooks)—=% sqaailry wead wN fERgaqiE A i
w1 g’ (Salesman's manual) sa <Ay § foran faer awdta,
wger AT wufanr & fraran & fafadl, wwis =6, awamn ¥
T 779 &t faft a1 A A 0w afafos Awnd il
faamaidt 2 §r3gs AN &, o faraaall 1 qear @ waw
§Y a7 ey qfrand aan e, wfasw ((fw, wm, stad dmr, e
s, ylegdd, e, wpetatn s v, atagly, vdafy, il
qrar wrix mifa & @ # fawm g ga €

() =g gleamty sav weww (Booklets ard Folders)—azar
Tt FRgaT & A § RN v, gusnay ghada, sew gfestar
& A7WNT WWW, ¥R F A AURE a0 eqyAis R ¥ aw
& e e wy ® Py, frwmwaidn £ gean Sy ggay
qfirerd qa wreeT w3 ey oy &

5 farawath & fad safax
(Motion pictares for Salesmen)

% frzawat aodt 7ear & A ¥ a9y el ww oo fafke
TELAL T A ATF FER ¥ qEAr e € 1 awed a8 aee we
frroatdl aY sg ek fen aEedl 8% 37 &5 94 S R
aqr WY qa frmTaidst #Y fearit § ¢ 5 s farmeaia £
Felt oY mow Y % frww il 23T A wnfad & fanag 5%
*Y farfer mfz A fregr amerdy 3g N G FY fral 7k s Ay
&1 7% gend 73X Powwsaidl § o agdl F e & afww
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qafedt ¥ angy § Ranly §—ic w7 aegd § an ¥ favga qmsrd
W T 21 e A o O A & iy 9 @ 3zt
g aar w1 3 wfy wfr gz §)
6, agmfaat
(Participation)
farawTEl S AfEifE S6 9 uw agegy G fTrmeaid
Y Az NG FRAT & | wedr & meedqy fadar ¥ qur AT
frafanr § frrowwtt & skifafadt @ afesfaa feay st avar g
mafas 9§ afetr 23 ¥ fag, @ A A gatfes g ¥ sdw
frar A T g ) WTiRTQ B ¥ el nfas SO §aTe
(Creatine) @97 & 4T 841 ¥ 98 AT 1 @71 51 a3 2w 3
wTa & fag v
| sfgdTr ¥ g sar gawa g ¢ frgratd B afodfa a6
T AEGTAT Ty AT
What do you understand by the term motnation ? What 1s
the need for motnating of salesmen ?
fararmn #t afvifid = @ §E-ad fafeat § 2 e
AL § U AfHY
3 favg gwid q@ @wRAT ¥ wwTrArad § 7 wF alReA
0T AT E P
What do you mean Sales Comentions and Conferences ?
What are their advantages and disadvantages ?
4 fata sfyafrard s o 9 et g ? S anit o3 e
FT g i
Why Sales Contests are arranged ? Diseuss their merits and
hmitations
5 a@ w=aY ARt gfEer o g A
Diseuss a sound motivation process.

I



os e

THTE-5
(UNIT-5)

fawa dagA

fag dew deEA
e qwws w1 g
kS scutid

el B NI



faxa dagq

(Sales Promotion)

“The primary purpose of sales promotion is 4o make more
effectnely the efforts of the adsertising depariment, the salesmen
in the territortes, and the distributors end dealers in the field
persuading present and prospeciive customers 10 buy.*

—IL.K Johnson

srafvs @t § ¢ frdar & s (Sefler s market] &7 g
JHI R FaT ¥ . (Buyer's market) & g7 & gigala & g
21 Farar & arar ¥ fadaml A gEar § A W qen wiew gdy
<t 7R forar Tg 4 geF 9 W T (G Sxar I I T F hw
& foe arT W w1w o1 f wow afew o wfer T A @ Toyg
FFAW AR ST T AW W o Fswvew wfew wwew g g6
F 1T Y OF §) IR 91 FE eq9S 9ege oy g9 9 £ @
T ¥ wwr wre wfas9at (cut throat competion) faemm &1 T
Feafer & el i @eat & wiews =¥ e @l @ W of fone
= =i fass (adverusing and personal selliwg) ¥ ar9-m77 freg
FAE A & arTAy &1 e fafire ager 3

=] ug gReaTag
{Meaning apd Defimtiors)

foxa a72’7 o w1 Tebaw fow fafie =T ¥ wge v =
1 72 § 1 = 30 AR (John Cameron Aspley) 7 firpa wrag's
e 1 qgw & e w1 7 afonfaw B ¢ ) 953 aga s gasy

% ¥ oY ¥ afentan € O awg § fwm & Y S §—a e
Farm, faamat S araIe ) fovga s wvEel w9 01

1 ‘Al functions that have to do with the marleting of the preduct per cnal
selling adyertising and actwities des gned to expand themerket *  Juhn
Cameron Aspley Sales Promotion Handbook p, 23
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29 afeRTT § o & g fre QA & fr faem magA
=¥ waw 4fwrd | 7?,3F¥Wﬁqn—rg’}w qm T SR
1 afaTT a7 arafrs 30§ A0 S A@ & v AT g R
g9 T T UF Ar97ET faagd $19 (marketing function) RS-
st S & 1 L T daw A fawm 71 Qp W S EiEcirit
&+ T TRETNT A1 A F TEy QS (Johecon) & fav qaz’a
3t fae aftamar g —

fawq AagT § § 70 F19 afwfoy fro 3@ ¢, I sT e
Crrmadt, e fast, smifidr g fee $ 90T A1 QR S,
sy AR, U frEIT e & ISt <) ofer TSR AW Ear §
Famtr fawT gfr 1 w1 a¥ o grY nadt i soAFON A o9 fafew
7 ¥ 7Y Dearfz frar o1 EF

=7 afcare & fram mag’a 71 e fafme T W T E AR
77 AT & Y oy 9 afenfa fea mat 2 s wE e
oRIFEAT (American Marketing Avsoviaton) 7 faFa 7a5T W F
afas crﬁsmr frm w S g —

3T 935'A & wivna frgw, fasma 0F =R S ey
a7 xfrafan frqrd afivfe 3 ST R IAAT @@ s @
FET7ET 1 AT T §, FR—sta, foarat o9 ynidy frowees
s

et (Kelles) % &t srifeas mrwfen oftfdeta 1 qfvarar &t
drer gfads sar gq faes afrr &Y 32—

“farm wag'w i afg fem, faavm 991 TR E wfafon ¥
Y frard o aferfaa @ oSt enfiy a1 genA A9E AN SeEE
SARAFT AT T 3T AT ofyry ¥ avferd AT @y famrm oAy
afy® TRCETL @A & fre S A ),

S SfeTIrlt & emagis mouws &1 Y =z § fs Ry
g ¥ e T T F—

U fFq ga5’s & fooow, mfems ff@ o7 q9re afmfEa
EE R4

2 fara wag’a 1 Oran] oF s3qag &y &+ Framdy & sfw-
P 25 Y T €

3. fara gag'q forma w@ afomm 457 T SugaE gqw T
AT Y
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AW ¥ WA UL T A T8 &% § g st

5. fagq Aag1 F OAWA, SANRY ®1 w6 e whfeE e
T F g Mfw F@A
fastrem ga fa=w wag's &
(Distinction between Advertising and Sales Promotion)
frme @ ferm aag R Yo Ferafeer ¥ owes fem
R FFAT G —

L]
ST

II frmem

frzm dvg’w

1 =

2 afsfafa

3 dwifer

&=

4. e

5 sEFEFn

6 Ty

!

.faﬁmm:{‘m amfes
T Y IFHF T W IRT
| frq a2 aafere frra A

iwmrgl

| fovmes 1 & saeam
Y wlafafe 7 ofrafe
;mmgl

]faa'm Fi WS @7
afaw fargr §)

SR ST fas G
T faamgat & Y arm)
a1 fawrq ae eEE 3
el W T E )
syfar g & ard W qe
fasqoa f57 fam st <8
wRATE L

frm wads a1 W,
fasaa v =feg fawa
R drg = qid AT ARAr
T oy afas gwgaw
A B0

58 T onyarfar afa-
fafy & whwfaa +@ fem
i

fta gaga F1 "Wfas
&5 femm N gEm E 7a
fazeq & ¢

fox7 aag’T @ fageg
AWt gl § &
R

foet e & fae fara

AT F w1 qEw
|, S TN AR GG

.5 ! o s N
farrm v argwi @ N@a | Ty aesA ¥ oamAa

FITg T Qar g

| TRET FT ST wE
‘Qmén

Fara d7g’7 % 9w (Objects of Sales Promotion)
—_— TR
& wada § e oy s O §—
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1 7 qa @ wiE & 73 3 fag Sfw wan

2 admT wEA 1 aiq & frg eatdl AR @A O IAR WA
1 wfus 71 51 F v gfe 4wqn)

3 wemedt (415 g gew oaard) 71 Afa Ara & A
& fag 9f@ &1 |
wear & faraean & wra ¥ ofaw faw & fag dfw w7
et wmw faire ox faor 7 gd @y ) g AT
sfaergt ¥ fawg AT
firelt arsi fadg & wia 70 fasg @sman
fa59 ng famam @ gaeay eanfeg w0
faza izt =t fratay $<m)
FSIT FEAATT FIAT |

fa=a gag' 7 F1 agea ¢F A
{Importance and Advantages of Sales Promotion)

wafi famrad ww safena frer frrrgfz ¥ ageaqd AT w9
S §, geg Amifrs sfaergiorns ga & fawa qfg F A A agat
fag g & aet g8 wt 1w ahrergl ¥ SwamEr FOwHAIT AT §
7 9 fammgr w AE A fafah A AT w7 FTaAaTH HT Par
faxz g fafilt &1 = oft 2y sfoeral Fa@ @ g
sfaergicns an ¥ fawx aag’a F arad w37 93017 § amws § 1 faTa
qxg 7 fama qr fens G A amEdfiaar o gfy s daoag
STRIFEAL FT 907 ©F F 57 01 & fdr 4w w901 & A7 s dy 7y
faFa ¥ g9 53 T390 § | 9Aga ©T 7 IOATON 27 a8 gy 9
I FAT T IA% V¥ @ q qfg 7aAr @ farga e & w7 aggw
T AZET @7 Aot 7Y g fed Dl F awdT 7 waw e @ £

1. famme @3 afwna faem & gardtar ¥ qfg—fasa
IR F A FrAie qF swfew B # gaaimar ¥ afs o
2 fasrrr w7 @l aga @ advdivm as frrn w7 g 9w
v T w T wR R W R vl R e ol A oA
WE

2 eanfadl 71 SrengR—fF1 74’ & A & anerdr 4
faarea, g3 ug faFe avedt ammar o @AY &, Sy 3y wfuaius
ater faq & & fad deaifza @t § 0

3. fama ¥ sfg—Ffara wag'a madt & frrg gy Qo emmtas
& &, Fatfr gy faramT Ll = fasa 2 aamsfear o Sc 8,

RV

S oo
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-
v e e gfs Ok A g & 1 St A s B & A
t ofuw -3y 2 T TwRTanT 38 a1

4 wemedy Fy fafam were © yhrand—wered D s g3’y
£ ffw fafadt 3 weadt fafem wore & agraar 4 sl § w78 s
o graedt o7 v it e @ glamd w2 & At § 1 g8 g
I wrat § fr g O Fd A AmgEr @ 9 9z A giaund
Iy FF el )

5 watafug agdl @ " X 3fg—afafie gepEr &t am s
T & fag frver @S’ ¥ qied OWART Y 0 @%9 1 NfEmn g
shefrard ¥ 3y 75 2 wgd 47 fadY 533 g fr gg )

6 wterdt st ot wde fary —foww war'a & Ao fodt dlan
fadra & A ¥ WF avel avget F fAw £ 84rs a3 § 7AW
st gy’ (off season) Fasrw Wt & ST ¥ 1

7 gent RAefa—fEw w9g’s & am SEats e
onfs ¥ gfx w<¥ § « Pt fifaw 7 vy ge 1 onfg gz ¥
oy £ fam sirer § 1 =6 wore afenfomd (Contests) sit avar ¥ mufy
F fary w3 swas

§ =egHll & AY Sw— G4 43’ & v R T argai &
T xEEr WY TR 39§ wfadiwon & mEr gTay mEear
qrgslt F ag ITN F g o awfern 6y @ g

9 sfawaat v firdw —fm Raga & el ¥ Farvag ¥
=7 & fadr wfeq fawr a7t 4 o9y fag Ny o g s & 9
Afm e Ffaudfe T ararsr 2oy sfeaet g
fostm qmY G € W A

10 =il &7 wgdm—vaRE Wy @y fGfra gee ¥
wzmm%m%,?ﬁm%?nuqam Fl ¥ s =) ) emnfon
M TAW ST gArETmiEF i 3

11 TEgR R f‘a‘m—eﬁ: IuwIaT $Y aeg 5 faww & oF agy
foafar w3 R o §, oY frdhar 9 aggelt & 77 3 qF & 9an Frary
= g ST

12 58T F7 T AR Y g~ RPE 3 vy fiRew &y
¢ & Suir B ¥ o § sy afes arn aw 9 o iy e
3t IO —ud & @ {5t 3 @ o e At g, & fifem
Pk 9y o fved A wraerwdr @ gY@ R @l Py
I g



1) % faww v o & fawn gfg—fawg gag’s & mam aw
fagg a1~ Wil & faa7 9fz 3% & 9gEs O &) T wmw fasa
0 2t g, agr faTw gagd & fafudl & waw & e gfgy I
AT A

14w gfe—f&a 9fg ¥ vl ¥ i & g, sIErd
o gk fraaaal adt ¥ i gfy Y & emiter ag agwt &
st & qfefas gar g 1 faeny giAt & A9 93 9 9 a1 aEdl
awy awar €1 sfaifrar woam ¥ & A gfy monfas g1 eme @
fazm mag’™ ¥ @A M7 gfa wd §

1> amfas waq @ § gfg—agm O am J@ am § A7
TR E BT T2 WG £ 1 TAT JEGHT 47 A0 gy @ AR SRS wlT
S & 1w wwifaT sftaw @ & gl gy

16 sifv 3w ama ¥ w5 aegat 7 frrg aaw’T & T
g fifeaw & ®7 @ war fm war § S8 a4 FA g o Az
21z 599 B 9 & fr enard w7 $YE 2xg Nfaaw & w96 @A
¥ 43 =3 TYQT §, @Y a¢ FA T § IEEE ¥ §Y AT AT A FT T
% | meaEdt a1 @ Y 39 9w ) afewmee smardy Y a9y sifiam
¥ aEg G YEAT 0 Sqd g ardt §

17 s fgeaer—aTg gag'a F gt 51 sq19rd @y f1g
frx Fmrd v fF a7 o fanfa o 7 Twar g
Hagd % arad S ffmry sfdfear mifs 81 @r@r @7 @ g m
SR AT T forra g9g'A Fraf a7 qu fagery a9 war g

faFr wag'= fatam -
{Methods of Sales Promotion)

faFa 73T FY af el & weamw ¥ 5y qua €9e g war §
B fowa sag’T wgw s At wfaafwr sl o efivfrg =88
faay

(1) 3uerwr B AW B g Sarfad frar ar % aan

(1) om0 &Y faTa gerTar A'gf A o Ak 0

w4 K A5 351 § 5 9 79 7T 7 W § g fafipy § fawd
@ 1) ageagy aid g0 &) 91 aw 1 fafo frerfafed § —

-1 gt wag A fafmr

W =l @3a 7 fafaar

1l ages qag 7 fafiar_

LR SRR R LAY
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1 st aaga fafusi
{Consumer Promotion Methods)

394t A7z 7 fafumr & wma fagg qag At o7 fafedt B
ST 9aeT ©F & gusitr o m ¥ orw & P afw wd §0 seder
aag « faflt Y STt & aT T qaAr FAiTd waAn qeadl -“»j
<3191 9% fqarf aq frar 47 @7a1 § | SUNFT @98 9 77 far 7 909
fafaat g—

“1 a9A (Samples)

aEnt & A9% H fag farr aag @ fafan i waueg ) S
v & or ofig e & owAe aXg #1 @t & awm ora A aw
Rl g ¥ ITAN XY @R gOAgm w1 ¥ Ag o wwAr g oF
T & A% a1 ARy aAEE ¥ ey £ § § wa aeg F 10
F1AwyA 7 gAY 4AT €1 9 IEGAH GTICAT 7er9T AT 47T 81
FT IgvHR AT DY A A 1w g A ¢ v 3 ma w1 owg giar
fa am & |4 TIAL ) 5

agey i faawar & warT ey qud awa () Fgan A faaa wTI,
adt 3ua® @1 w7 5 A% faavw 4 seq AT A 7w Afas g

(1) 3 & aer ¥ agd fyafm rxar ey femt nsdiem 91
1 wafzs =3 gy E0

() 9 o asge 1 HgAN T w9 ¥ forvam a<ar wifgd fawat @F
FAM F A VI AT A1 FeArd § nar o @i

(V) 7GR o G fywa W= 9 A7 Ay

(v) TRT AQAT AFUT AT WA

(v1) Tt Y PRt qrsire & Faafer o35 A gr qraR freemar
(Market Anglysiy Tt 1l

() =gt a3 faft & frg A (Not for sale) a1 7g% £ 714t
(Specimen Copy) =ranfz =1eg faar aar =nfga |

T @1 Frazay sedaad ¥ 72 97 A st 0 qfwT frar
TRIW L wRwlmn wn ol At W seetw faevg fron s
FEAT RN TN A T F AP 0T F AR @Y grrT off Ay A1
fumemm #7% 81 waw afafeag err grer o Fega & e @ faawe
frat sat )

AFRAG 7 AGAY £ F137 FX Py wag A w1 waw fear st
721§ | F9Y 017 FTw3ET A, Atafadr v AN T fray TR 9HE
€ 39 9§ ATO AT WM Y Igmg—faopar e
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fo ¥ we’ TEF TR DF ¥ qes. -

R kT frm Rt amar g tE
T B o e B S 3% e %

o X AR A RO B [T T AT

AT I T 918 A LS SRR e T o ATET
7 'grEst ot & foT a3 Ay 0 Sl a arEd A

Feafirl 3 17 FAEC AL d w9 ¥ fqafed A &1 av  wweie &1 6
aig-rts 7 wET AR W 5 ¥ 10 Ny F avew ywr W afew & m@v
& aly frematdl & fE sl B S = e ow ifs
sid @ QTR

2. difaaw (Premimm)

AT fr7r §987 &1 gawr Teeagd werT § 1 A% 0F =
(Gross and Houghton) ¥ srure, “sifauw fait avg o1 &1 & 77 &1
enfga w7 & TAC & W o) D A@afes arg T O G D
gy v

7 mez g R Qe 0F sy i, U wmum @ Bretaem w
=7 w5 9T & A 2 1 T w4 avg § uew un Gew ¥ v Aey
TR T & | A5g T ET T ¥ gafrT gt ¥ e ff daT &, 959
TeET AW T ¥ S v e sw ¥ edw ddrag e
T 2 i aE oW D S g, g Ak iy | aQaw
arelt gey AT WA E A Yo, gwd &g gy Awa W g I
TFATE

< wg (Objects)—siifirs 3 ¥ 577 99 foer F wH E—

(+) =g ¥ mluw Sy @1 siearfea w1

(u) =% TSN T AR & T 0T L

() % ey ¥ faarew T

(w)  frt &7 fafm ¥ frmm @ag’w wem

() ad e & frer 2 senfiw wan

(1) = 6 T g & e 9 i whaw szt

(1) w%g F 9T ¥y weamr |

{vm) et & fasw qmr o

1 'Apremium may be de"ined as an article of merchanduse or other thing of

value which 13 offered as an jnducement 1o turchace a proditct or service,”
Alired Gross and Dale Houghton, Sales Promotion pp. 23233,
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1 g wag'w fafaat
{Consumer Promotion Methods)

Sualet aag 7 fafrat @ wwa frm wag A A 9w fafm v g
S 3T T § FarT A AT T WA fag afw wh § 1 geier
A73 A e 71 ITIFE ¥ a3 9% w991 ATy 7491 geaed] 1
«rWi a7 frmd aw frar o a2 i |ag | 1 R gy wan
fafam 2 —
1 g3 (Samples)

“aep g3 a1 ey faam e fafant 5 dascs W 9wy

Yo qF wfig frgm e aqAT  ‘avg @1 ata i awer ww 1§ a

mer) avg ¥ SuEIm 4Y gEAr AmaqW e & Ag o wwar {1 o7
w7 & Azl a1 qrofas IeOFPN @ favg T Y g e ag ¥ W
Tt 04T 77 gAd aE I A a4 T ATWEAT HATT A qIAE )
FT 3T TAAT Y A A fasTer Y AA ¢ v g weT TF wq wfaw
frawma AT T8 D

ARl & fraty ¥ o @R Ava A (1) 3gAt AT fagee I
A4t 395 FIT 9T 7 AT faq7Q A qred 14 917 ara qfar @

() 3 =1 amat & aya Fafer avaealfea fma seaemn 27
5 afaf= A g 20

(1) 3 aggdy 1 AgAE w0 g fagem e aifey ATy oy
#3173 &1 A7 Frav wfeard @ oar arava

( v) aga na 71 fraeY sbT 9% @ |

(v} a1 AgAt AITHT A1 qifzd

(v1) g1 7Y Pl arare @ faafva a0 v g3 e froaw
{Marcket Analyw ) #7341 =10\

(v1) mgar a7 fady @ f1o 80 (Not f rosate) ar agd 77 i)
(Specimen Copy) = mif= =12z {37 27 wfyga %

FRAL F1 fAavw F1AAE & w7 a7 o zrruhm w qgaTT fro
ST EET § 1 gt WA ey a7 o agar ar ﬁamr frar st
a7 g TA T T ¥ S @ & frar @z arex o Ay
furtm 775 # 1 =ny gffe@ AT @ A aemmn & g ar fae
frav a@r g1

qraY # Al 1 favew 7% farw A3g @ av wang fror awn
TRUE | &9 d¥ a7 arzze A, whafant ¥ agae o freeor ey qua
A 9T ¥ Ol T Tiags Mg FFrzTMd —fzart 4T
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fa. ¥ o ‘q’ wras A MY ¥ e w g, FE AY Frow
Frre & T T g < od |t o O i a1 SR T e
THLE § T T ¥ G §37 awenm 9Tal ¥ fata Y A
o0 N Afan ¥ W W w0 i F i wd TR Ed sE e R
R B T SO g SR 5wt F AT ‘e (Lux) ared
7 ‘graey oY ¥ faw gaET 91 w0 ) @y wEr ¥ wfafew 9w
Fofdl X 0T AT AGA T & H i #) § 1 0 s SR
atg-ata T WEXAGT A 5 A 10 Afnlt & evew 9T T akey Rew w@r
§ 1 sitafy Prermswilt  fa ) el B Agat 1 faacw oF dfT
14 |7 g1 AT |
2, sifeaw (Premiom)

ifer frvr wEg s w1 geny MEeAnd AT 1 Rw gz f
(Gross and Houphtan) & o, s Gl 76 @ Tt & = 5t
fenfes 7@ & fag @ R awd A amies 98 KIS @15 o B
TgE "

T @ g fE Afrrn gF W ERTE N wEIE A rilas ¥
T FO T AR 2 1 g8 Niww 1) 95 3 40 @ e a8 aag
S AT L ) IE T 7 AR T w=fT 5 ¥ A @ G &, 9%y
TEEE AT A § 9w 5 fou sfw e e gz oNfay
Tar & | NEW S e & ey g, sy afy sif ¥ w1 A any
e} weg Wpa DWAr §, A Swnw, vaF fg g9 A WY aqw g7
EFAT YV

~gE W (Objects}—itfamm 8% & g7 sE 7 g ot §—

(1) % afw swdm 37 derie 790

(u) A% awgt 7 3T K A T

() A% i ¥ fasra w0

() it & fafve B fm s AT

(V) w0 WA ¥ fara w9 senfga 0

() =% faa avell ag § faer wy o1 wfaE s

(v) TG & At & F1@ FTaWT

(v} sfyegal ¥ fas amn

i *A premium may be defimed a5 an article of merchandis= or other thing of
vatue which 15 offered 25 an inducement o purchase a product or mx“io'
Alfred Gross and Dale Houghton, Sales Promotion pp. 232-33,
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(x)  fenew & s AT A T o
(v} aegedt & o A T kAT Wl
(xt) <Y & o a7t mrar ¥ gfg F7an
siifian &1 qara ot ang o AW dhg IR —NPET & P
€ r% ATt qeg A7 A T wna e A v ¥ Tl wfgg—
(1) svfrgw aeaq @AY arfed 1
() fwaw 3Y 78] w7 fafaez aeg @ Y wfer )
() sfrae 7% a=q Nfaaa gt o8 70 eafeg ¢ fay s
AT afagdn
(1v) faT qgd @ @ T e A geaer @ A 98
T YA wfed
(v ) shfrag mrrds g6y =ufgd
(v) sitfiram ot aeg AT & ardy, ¥ ardt ar wy and gy
afgl 1
(vn) sPferam & v & 4y Sy Ay qeg W w0gT ae W A i
&), Tuy mgg & mvfaa & g
siframg 2% €1 fafuat (Premium Distribution Techniques)
e &% % af fabat § v wagr & agaR ffew fafady
7 faafar WY fran @n adar 1 e QA gew (Gross and Houghton)
& Afiae 37 Y fewr aga fafad 11 973 frar & -
{1) wemet T A F (Pureet Give way Method)—za fafu T
i wamot 4 fifwaw Fr3eT 9 w7 97 gaar 2 gra frafor a
st & 0w f1f 1 X Aar Y Nfaan frg v SN g o gz Nfar
g F ma fradt Fardtd A Td agagdag mw A
aadt & 1t ol @ A A ffran rag ¥ vy N g g
Ay TEAT A A 79T [T F12AY Y Fog Foww T 477 MR
& &\ QIgTG 7oA Trafear Sy aegq wemer v ¥ q1gTr Wk
St gtz AR & 3wl A et oy @ cowr e o N Parm waS’
gAY ar e
(h) @y fara @ (Combination Sile Method)—zm frfir &
TR vr @ AR At adt A& @ @ feer ot amr QA y fIT
g8 AT Tgelt ¥ AT 957 AT vdew a0 far g1 gw fafww g
o AT A g Y | AQT AT A1 AT g gra & S § 9awgee
wrd—fggear wfvas P & A9y Aoz’ AT @0 AwE (Tooth Piste)
& 9%T ¥ avr wr Qe WA (@ sl o 9 3) o frrw fear st

N
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2y g ofw SR W YR d e s e e L NATF
T GEF ¥ FIEN T G 9T T QW€ |

() s Fedrafire e faf (The Purchase Privilege Plan
Method)—siyfmm &% &Y Sl wqa fafa v faiarfre A faiir
g 37 fafr v W FATr ag wfae foar sen § feoag g A
o7 g Ny T W A AT G § FT G AL RA | W IR
oz g 15 ogew feim fafe & fokar o el @ & A 3
w7 H 4 5% & g qeg feia sx3ar d we o fafr asg
ST Fr ) @ 1R s frar amr &) sagand, w9 6 AT
AT TIITT FATIT FTEY & §TISX ¥ QY foedl F 919 OF aree waar
oF 2T qTT G AT A

() gux fafmm fafa (Exchange of Coupons)—37 fafa &
sty geg & (TR OF g9 T fra wan § SR I @7 9y
At ¢ A1 gan T e § 1 56 9 & 930 qgw A ¥ {9
q¥ fady fifgms ot & T &1 98 Nfega ase T W g ITdi g ok
Teg F w1 HA U FO-ET argel @ g A uw i et ot
R & NfEmw DA § e B oags f1E R oaz fafss
g sawae (Semally) b &6 gedt § @9 & it g A
AT | SO, Wika ¥ 3 wrataat faian Sl § st
F i3 q gy Tast w fafy srwda fewm 1 waadr e A
FdraTe §¥e § g R 2T e w1 fael fifaa st a3 e
21 o aere e grd e st Y e A g S R
fEfE T S WA A Y i g @ A I Mg W] ¥
30 &% T gear wEET g awal o7 | afy T WH FAGAR 1 F 30
aF 71 aer & g 53 Sar @t S¥ gl fawtar avelt op iy =y
shifmw & o & T 97

(v) s B (Self Liqudating Method)—=a fafy &
TR TR TN TR B ST S Fan {Cover), TEET gemiE 1
= fafia 90 i 1T R oF i w56 a1 8 oF fafieg
Ecig gl

(1) g7 T & mR ey dfew fafr (Rewsable Containers
Method)—rsrFa Tga &t FfAar wydt TgH! ) W AFR F qfw
= § 6 3 AT . T T oand o w1 vEe, X8t s
W F AR TR & AW F aw fef 92 wrws 9% E omww
VI 7 o S eIl WY e &1 e Y AT W & Ay e
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W ATy @y @ 1 g7 feedl A1 FE aew AT v oy wrax 30 7 feed
€ R 7w FTE 0§ feed A1 A g F19 8 Wy AT
o il ug faegey w7 famem o dar war &)

{(v1) ey sitfaa fafa (Advince Premium Method)—3ag TF
el fafa g, Prad mama Afmw aep & w1 AT F A A T
&1 =a fafr ¥ wyare wgT ag afar v g fE ag afie ¥ fiEd
A % g F T w00 6 afs ) wkar ay ffw i aer
&

3 Iudtw sfadfan (Contests)

sfaifaard frra 99w =1 05 qgeaqy Araq § |\ 4 afadfrand
frra mag'a ¥ sga ¥ @Y maAfay A @ O § awg S Hh @F
AT B IZ A AT W wanhq ¥ gfg wIar o far g 1 FaegT w9
s gfaafaardt & wg v Ay & §1 g &, N Dfagw F £
afa@ifnaui & gwr¢ (Types of Contests)

Frm qa @tza (Gross and  Houghton) & ywsfyerrsit aag’a &Y
frem sfaadfmarar a1 3soa frar §—

(1) g & grafum max gu FEAE (Complete a sentence about
a product)—zgx fafw & weada afawdy a agq & qeafug gw ar
qu FTH T AT 30 S E ¢ g T —eT #afr et ¥ gAY 990
T 3 A w1y F w7 afaiifEr sffag ot Ay gfgard e fas
i afas & afar 10 w3 fawws o1 B9 1Y w31 AT YT—

¢t ez =1l DAr DY g7, afhe ’

(u) aeg & AR A wr oa famg (W e a letter about the
nroduct)—F 47 7 4Y afrdfram 7 @ & ava-q v 100 & 200 @wed
TCF 77 AT AvaAr st & £3997 9% a5k wegr gar § gast
IR 5217 fFar anar g 1 993 oq fafq a1 gara adr g

() =g & 7R BT GWA (Su gesting a Nime)—z@ JFIT &
afaffar « frdy aeg & 43 @@ 99 90 98 T AW F fAQ A
mafrs fro @i § o o9 sare A AR wig af aegd ¥ am-
T & wuy AT Y ey £

(iv) =1 g1 F<awT (Complete a Verse)—zq wRrtfrar it aeg
¥ geafam ooy g 27 971 T F Frowgr Trar 2

(v) ag ¥ A% wiwi 1 QT (Suggesting new uses of

prodeat)—z 57T AV GRNMTAT FT AT TG 7 A% Wy geeiad

ol WY aETry g S F 1 fear srar g



461

(v1) oRfdt @1 ga A (Solving Puzzles)—3a IFIX 7 gfa-
Afar & qafadt 1 29 gOr WU ] 1 Y 1@ I B famr e3aiy
w5 g wivs gt st €1

(vu) Xfed) Fvdwt & fag awdt @ (Submitting material for
use on Radio Programmes)—asft w4 SReNfedi & aegg 7 wwafug
Wedl wraTdr ¥ frg Al wvad § ¢ og e fad et §
Al gt g s anelt gan QA Y 9 g WA fear
Irar g )

sfeifrr & s & e 37 gt o —sfafen 3 st
Y o @ sa i Ty fgi—

(1) s v afaw fofa svow & & ag =T & fgn

(n) sfadifr & fasdy g7 o5 F e SA FY G
Sifgd 1 e @ gl v & dare w1 @A wigd

() sfeaifmr oF fafess frasi & e o< & ot sl
=g

{v1) 3= frsy &1 ¥ worfoe 3 3w wifi@d, o wladifrar i
AT P G A qET FR N

(v) sfadifrar adtfm AR 9F t@ & wgA 9 fadi @
& ¥ @ wfgga

4 frares sena (Demonstations)

frmens waia A fos qeg’a w1 OF AE g0 a3 [ e
g o w'' 3f o3 anrer § 1w & ag T e ) A Fense
ITF @ T vz frar o, ooy fraar www fewrRw swiwoar
far s et g3 & aqA ¥ e A0 ¥ 1 fereds e = o
I, REME, FIHT SITRTE 9X WAE 9w s ORar s
aFarg L

Praas awla ¥ e g o §—

(1) SR T F g A< § wmar § fF ¥ 1 i it 7y
A wpfn T F o< 3 9 o e S )

() s gl ¥ 2fy oxr wmeivw TI . o wT A Tear
Ercacik 4

() o8 sodier o gfz S 20

() e forr sl agd | Afew for =@ Y agEs
T g
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(vy o7 w3 9=y T oA & aeafaean o me o
5 fa gy wfanw (Free Traivinp)

7 ey St od) weity ama ¥, Py o g gl e B
AT A AT FORT T WAL T W T A0 T Py afaam A
2 ATA 7 ) A "W A7 T 407 7w o Ao §ofm fr
wen Al T v Aft T e Y T gw a1 afaam aws i
frpr 713’7 W Apg nmm T ArAr? o
6 w7 ga wyvifaad (Tars & Exhibitions)

77 1F370 % nug aaq 97 g% 3 it art i §m
1964 & w71 1 f723 gar’ (World Farr) gt frar mar an 1 24
TFT TE 66 (Fxpo 66 ) TArzr § a4 apndr’ 70" (Expo 70)
AT A AT G T AT 1972 W TRAEA ¥ OAAI ARt W
T mw At fommtfat Zad Qoo anT 1% S ' ua
TR A f1 T 0w ady ey vt e w4 @
g oF mar e fafgy gzgm oy owzda oy frry frooararn
7t qm A Al wy w R 337 A vA ek oam il )
T AR w evEw arrn e aen 2o 9% vy gy
AT FT AW A ETET B At § o owm frnd mrgaw ap i)
armAr feg g §
7 =% g7 % fara (Reduction Sale)

AAFI 9L G0 g T 4 2 P arE’w 1 Az dvranan
P A AT d PR Ta 8% (Clearance Sale) ¥ MF 7 92 gm g741 9T
ar3 71 Fre1 B0 9 9z g a7 From fref fafrer gaady 4
fzaefy grdy, wft sy, wear 77 nfar feaa ¥ P oqw oAy AT 20
oan g 73 fET a7 a7 Ay afrafr wy g §, awy wdvrdr 9z
g gt a7 e AT 17§37 oy aE 2, ar frora o i Y S
Y PPt F 4 T wew AT afAes v sa g b werd R A E
TYT NI A4 705 wza, 4 AL vw | dfay, artny vofs ms
Pisuic e ull wilkie fe o L - A1

N zmad) gag'F fafaai
(Dealer Yromouon Methods or Dealer Aids}

1% 74T AT (Gorss & Houghton) ¥ F{A—"'0F Iem2T ¥
BTt Tt a1 g qadr o wEe R fon won @07 ste
atam (Johnson) & tredt fotym Sty FewRT mAR womRAt
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TzEm wt frawn R w1 gD wwwy {10 w7t s v
T WEREAT B 7O 3 9t 8, 9§ SEWA If "I Aeedl 11 9O v
¥ oIEARTEE QTERY @ gRQe avRd TR 9TiEy, aTfE ag @ arT 6T
FEIACES ATIST BT T W Y Op SCUEE AW T Y
f5°a 9T FIHEAT WEW FLIFAT G —

o) famusd agmar (Advertising Ards)

(=) fa=xa wgrar (Sales Aids)

(&) Taw= ggraar (Management Ards}

(7} == ffiat (Other Methods)

(z1) TasI9 WEWIET (Advertising Aids)

JEEA fatg avgR 3 sg ¥ Ay gt O R A S
forae EvERl QYA ST E 4 TRAMT qeee @7 9Iwar e gw
& avdy § .—

1. T gur-gfa faa (Local Newspaper Adverti-
aing)—FE THTIH HIY 4VF T FEHL SACAT & AT ¥ GRew< TR X
fraiad I &) I 9ER ¥ e T wF M AT SRy ¥ T A
fram & S § gl A AF gw gEEl st o famgs
ot ¢\ 598 o sy & faew a9 T § agnw fwar

2 s Ere frmreR (Direct Mail Advernsing)—oqst 3%
fazmaw, fawaw % ag fafy § (oo fmimean g3 =00 9w i
mrfaa <% F €33 § 90 9 ¥ g wwwn Pl wk S
5 S Y OF GORE AN St ot At e (Free)
qAAr NRAR X gedr g7 (At Nommal Prece) U131 §, ¥ aqrmrdt
ST X g WY | v A AT E—

(1) w==\gm (Letter-heads) (n) Fr=2x (Folders) {m) Fzair
(Catatogues) (1v) grow Sl (Heuse Maganine) (v) samerfas
sErt 7 (Business soply cards) (i) wmg) @be (Blotters) (su)
&7 g fawrs (Ponted envelopes) (i) erafear g7 #dved (Drirics
& Calanders) (1) frfr gferard (Sales manuals) (x) &vz faem
(Hand bilis)1

i wfoflis @ seEE mon aoifEr AT T g 5
et W AT 8, et sow wEwt § S AT W gwar g
<§W ag WEAt W @ ¥ g S w0 w1 wmwoAw

1 R ud aEaw gevae (Store and Window i plays)—%
IURF YW AU W RN OE qvme waEe ¥ fafww gee ¥
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AR QT ATl " 1 9 avd agg R A fragrat 31§ ww
Tened) Y THT &Y gonde 72§ AgHAr Ggar g | ag awee 11
ameT Y W & 1 AT Ak, qer® @ ad, R i, Feet
a3, dved Fm mz mfr A

4 g faamm (Ovt 60 1 Adiriming)—aof T TIRT 6
wgEay & Ao Y 70 f3A 79X § 1 9OTIRT A 959w ¥ ad-
fum T2 gz mife AW T A i AT 9Igt AT aTar g |

5 e mea (Dimonsiration)—adt THY ST AT
fazatainr w1 fraeAT 2o 77 3 avfeR J1 gFE A i
¥ g yemaTt o fagmaat s @Y grea ax weAz wgFr & ang
qigal A 97fA 07 FA4 I qana § o T g af 7 T A
Tl 71 faaienT gaad 7@ ¢ fav @ fage 7 § 1 os faea-
74l m3 faawaT g I T e @ § 1 v fafge g g 9-
WAL T1 T fawar § 0 ara A canrdy 3 framaatay a1 av fas
SMATE 4

6 weaa gfrang (Repur |alitien)—v% a Tt a1 STET
AT ATl T aer ARt A Ay 4 g @ 9 G 7Y gfa-
aT Al wT Y N @ 0T T g g fag 3eaT @y QT
Y faafes 7v1 e A e gTan afoafaE o qaET § | SOF ATl AT
A T AT Y 7T 3T AT A%q T frg wag-aTg A HAT Te
& W1 3.7 qfan faey ardY 1 afromeren, 7oty A @ gwfaa ST
I AITEY A qEp T TT T aNeE AT, FT T /I AT qOwa
T afaar 3977 RN )

7 &q7T @Y (Fashion Show)—a Y 74V giweT faqa aag’™s &
dfegim & dua oy mafag 798 §ooo da7 M aial v
agqrl fzons ey ameY § T QAT @iwd R gen ufzan fegh and
&0 3 gy qegd 3@ TR0 E g Ay E R wial awght
Fr fasr s 1
(@) fa=a agimat (Sales Assistarcc)

T Ierraq faAw AAFT T IR T UTT 0T 4 g7 favg gore
¥ faua agrmar agar ard

1 farm fymay famla & (Building Sales Phin)—gerer wqd
wEAY Y far arrred & frat ¥ vga e famr na gt w T G -
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2 e frmreainl M sfeny (Traming to Retad Salesmen)-
g5 SEs e aEW B AEEy ¥ ey gra anard ¥ foe-
T 1 famn iy o 3% €\ W 19 AFT S wiw awnd
2y it 2 1Y fomadl, S ande a1 fav @ §, 3% sened
weay el 9% e st ot 3 § ) o st warn Yy
AR YT 3T B TR ¥ AW @ o &, Y fow wr-
T3 gy g & wRaEE

3 freawat sfifimr (Contest for Retan Salsemen)—aY-
=t Fratar we¥ svenfedt % frswwatlt ¥ fog o sfadifar o7 sol-
a7 7% § 1 O shedfash ¥ sivey gwee Yiaf ey, aaifes fa
giaatiar wify araifaa € adt § 1 A §]9 A= g w@r g A1
FRifaT faa 7R § S TR e aww d
(&) W= agroar (Management Aids)

AT G qeaedl A AT T g A Ay Qar g Ay
AT FRATHET § HA BT ORE ST AR TG AT 4 A7 qF g
JERE Wad qAeaAr A7 f'frT JEt O qWE Aar § 1 g /N SO
IRy Fear F feafa w7 WA, I9F AU RO & andt S qwer qaegay
a7 HiswT, IR w2iE R, sAEY T3 w7 s Aifel s ata g
Fifk & seaer ¥ @ G0 @A § 1 FE AR TE RS qYN A DY EH
a7 a1dn & fog gt g w2y & wafr ¥ e @ A = ¥
FeET o frm wagw Al v E, reg AnIw s ¥ e wagU H
TErgat gy § 2
(=) wem fafuaf (Otber Methods)

(1} =t sftfin (Deater Contest)—~anmfdy 31 ooy mt
& fax7 ¥ fag Semf 0 % o7 w ¥ frmt sad samifay & Rag
FrR@Er 1 AR B g | 7 gt agitaw e sienfar
¥ w9 ¥ e 2 [ av e €1 4EY whetfar oY @ o antfes R
FI 1S @l T QAR o vwmr g

{2) earerdt ifme (Deater Premusm)—mftnlt friar oy
emidl &1 sifsan oY &3 § 1 o7 ifEa frdtag fad #F faeifg
RIAT T GO T ¢ 9 & A7 IFAT & 4 SIwrf 12 w¥e wrww aw'
oT AT R T A AWA R oF QA w7 Nfaaw =T
Bt
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W Iusiast T §g3a aagw fafa
{Consumer-Dealer Combined Promotion P'tan)

Rriar 7Y fawy waw'a ¥ fay Fow o7 e e § R
A afel 1 gt o T v ard Wy ma  afewles
faxr ¥ fag B war Fifgy, 73t ol Wi gwarey A1 o wfawfE
& el Attt o wifRe ) WA A g ST T R TR X
{alag gt a1 ayw b & 4 fog Frovlar @ ag ~dy g aifgd
B geAvEr A T & sl R @ R4t sy 1 Q few
& fau s 23 koond o say wew 1 8 orar § fr avder o
wr T W g, frag anerd am & fTn i owy 3§ 91 ST
T E Frrm 7Y g on, Freg ITAW NI AT S A EE D
T ofaferfa @ ¥am oviver ot oAl waER A 2 SA e
faatar ¥ fgr & 1@ dvar §) Fawfar o1 57 20 & Fag o @ frro &9
g7 dtam am et migy, frr AR proy T
fat Semifear Frar o At | Grae §a 921 St ITAG! NATD TIH
wag'® Ay a7 safes § 1 ol 5o wiE gd ) wgds ke BT
3 fro @ w8 WA Y wQw R qad'w faf at wdv B
a1 3ot faign faavw segeanrd % &y

ST
“wmy gt agpw fe e

spae fpdm wgr e A, wigEE dme siEdE fae gICr
Tl 1972 ¥ s oY 98 ) g v 87 9 ey geEE
Y wbmlar 3wy @i o wfwfs frer ¥ fag o W0
CicE A

Wyt DA o afwdifor o1 oag skedfm evder o
s AR F fay 11 v g vam e W s @
ERUES

TR & fag e A & IwAAT 2 w47 97 w7
TIAT AT 1 3@ A3 TH 02 10 feedt fordt F Avy fag ge &y sfrnfar
Boam ¥ A Ay g ford ¥ wd ww v a4 ¥ (1o order of
Tre erence) UF ¥ &9 7% 1 woar Rl vsdy ot ¢ sad wfafen 25
wo Wag ey W faar oo o, frow Trar @ iy fadn
ot & s Ty P g0 o9 winRfar ent T g e TR
T W A A o p A ;R ui A i g e §
S i & gowed Sy 0w a0 o Y gwd Aol X
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sfwitfrar  nfas fafy 55 wnfle 97 93 533 o st gl e
wifirs W TR i ) ) gar 5 fom o o fauy axl
R IR Al AR QFOE @ e 9ifa R 1w quEr
AT FICHT RUT mar( ¥ FHC g ANAN7 IUWIEIAT AT SIS
“YearfEa ST T o)

anafed § fog dem——1 NI ¥ Tepa amfed) 7t -
W3 JOTA Y T T AT T WS [ oy 997 ) @ 5w 3 0g
AR BT AT A L A FOHET WO FECN 05 ¥ oW O <@
[Seifacigig]

fafima fafs & e ot & €7 =1 WO A fra waw & T
&= AT WX UF U S AT ariam

saaw i OFy avend ur § waly § we @) af W ag
ATAT AT ST T 4T 40T F AT ST Go

gt ¥ g wew

1 FEEraaga s ? b aage B Y A se R d Y

What 1s Sales Promotion ? How does ¢ differ from Adver-
tisang ?

2 e maga oY fafog fhed a7 ag e
Describe different mathods of Sales Promation
(1 Year Com 1975)
3 worer 8727 1 vy fafadl o7 3w Dy
escribe the main methods of Consvmer Promotion,
4 ofmw w feter #F ang &R Gm ol ar e <@t
=riga ?
What are the main factors to be keft m mind whale deter
mining a Premium ?
s difpaw 37 £ wgw fafalt Frags afg
Describe different methods of awardiog Premum
6 sfamifenr & widw ¥ fov o 2l 30w v g ?
afadtfmt pag e s Rt AR g0
What things should be lept in mind whike orgaaising a con-
test ? What are the different types of Contests 9
7 =l sag A o v faledl w1 aqT a1
Deccribe main methods of Eealer Promotion,
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WA (Mooney) F e cdwsa awrx g @ 9t ¥ fag
TRIAC AT AL TR § 0

fren (Sheldon) & st &, “awew ag fafr § fraw arw
arEs FAAnT 3 =t O wE e 57 i O sE W o 96
waiffra femr w3, 6 39% gT Sq@Ed WOERl S QEATEE w0
g, saafead gy anfaa fay o a% 1

Bmwiee (McFarland) & ggar, “evst fafie safmd =
% &ng 2, W R <F 1 &) wia & fag aw son g7

I WA’ W A afoavarsl & W I g f@eEa qren
e B qReaTar frew KT AT a9

fa3 quss %7 wral § avafus afeat =1 or 903 & faas
era fax7 fawm % F141 37 @ 99X g9 fHar w7 8, faed eer
& frxy =t 31 Afasaq 90 & A @ femr 9%

feza ud =few (Sull and Cundiff) ¥ w81 & fao w1aa fvdT
W AU F AW Aferl w1 9g3 &, it ame SEg ®Y A
T & g Bar § AT SAN e B alleaifos aEEe ¥ anaeas
on T saeg 9 gy g’

7w SRAMTRT & magw ¥ gw faxg waeT & frer wTawT
o ST AT §—

1 ag =iy o1 0% a5y 3

2 wusd f5) 99 9 1 & faw anfgs w1 ¥ oFE
I

3 s@Eyg & Afcar & WA dlgaifks @ wafs
g g gL

4 weT W I A AT & v N ulhwew @vwar § o
TR

1. “Orgamsation 1s the form of every human association for the attainmet
of a common purpoxe —James D Mooney

2  Orgamusanon 1s the process of o combining the work which individualy
or graups have to perform with the faculties nscessary for 1ts performance
that the guties so formed, provide the best channel for the efficrent,

positive and of the available efforts

1 er Sheldoa

38, “Orgamsation 1 an sdentifiable grovp of people thexr efforts
towards the sttainment of goals.” —~D E.McFasdand
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5w g wmg v wbedt & Al oF INEAE A @
TR
fara woed ¥ ST W (Objects of Sales Orgammmﬂ)

oF {578 718 T e wyw 3w A
Sfa &3 & T Fram § 93 41 fadleg w7t
i) 17 fafw vant
1At 5 AFF AT
IRt 31 fHeEY ¥
EfF v W AN SIS AT
Fuaifeat & araf a1 3few v wanaT TACL
waarfeat a1 rg3aEar € gfg T
saarfEt § et gadz 31 AR 77|
Bfend THTTAT & A 77w &AL
Taragand =1 304q i T@ny

fa=a anga &1 agd

(tmportance of Sales Orgamsation)

arafr gn ® fa73 aen a1 wafar geed € qF B aaet
= fuaty & foee s 71 fam ofenfoa a7 (s, s, ReAd
fz F A Gy by @ e & aar qusifer 11
wRtTTr 95w 8, faat aleqireany, aae fage a7 ¥ 1980571 98
Eici

1 wawy e ¥ gfy (Increases Managerial Efficiency )—3r=37
fa77 wEA fard Trag) A oAt A1 a8 qwre ¥ Ta7 wwar § ) 36
w7 B Rrowrea o aud Ar% iy aag § 31 gAY & T I AP
{Repetition) 7Y grar § wa wmiww wade i &1 A &1 A9
aRQGEE ST, 5593 et & gfz fiar enwg Y

2 fafusdira & steEes (Encourages ypect tisation)—HaT
ATST HTIAT FG 1 AR 9 g Ay =i Ot aft o ©
(Right job to the right man) spmrar aeee & ( fafose wwemar 1S
iy o fafez st foay A 3 gy el wt R fafmedman LAl
earg faaar &)

3 @awag b ghaar (Facilitates Co ordination) —fafaredia s
& sftaresaen s 9 wwAr W e v § 1 avey aewr A fafad
faay qx sifremt el o afaifed & as e 97
e Bt s 8, fred wvey 0% & 57 gfaan faar s )

R I e T

-
<
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4, wfyere semades ¥ gl (Facilitates Delegation)—q757
T ¥ uw wheerd) 7Y 1z wa 21 9w €, fF A1asw afs gav wdh-
For qar frg w1 FY woy ¥ fafie ) 299 wfrsrd aeafery afs @
weatay W v AEET T WEAT A

5 waEw azrEt § (Contributes to Morals)—w=ar far qusm
frmaainl & aEw o W e ) AT cafe ¥ 3 u afawx
fifiaa @3 § S s9d i BT A QN 2 A wAdm s
¥ gfa X agraw g

6. fawm & 7 T fawreret (Clear-cut Dnvsion of Sales
Area)—widw wheardl w3 fmneat @1 e &% ko saa
agmat et § 1 2 uw gEL ¥ oerd & & gl adt Sar g ik
weg vt a1 Pl diar g1

7 fraerm & gfat (Facilitaties Control)—srew wis1ir 77
frreat & &ty i F goam gaF 3791 & frgea & i s
T

8 wrdgaTa & gfy (Increases Efficiency) —fafea s,
Fraf, il Tr wedl el § ur wisrd o fsasat € ol
FART ¥ o gfa G § v wwrdr, avqe aedan < sHg A ¥ gfg
A

9. wezrar ® @l (Eradwates Corruption) —F w40
famm Awed wow faerr staificy &% afersy, fosmam ry S afdss
W AT A FIEE NRIT TRl Y8 8% FTW fArew 1w
Rafers wrar (Personal Identification) ¥ 1 w7 §, A1 @@ Fuq@
st ' O i g

10. 7=’ o0 fyvrw g I (Facititates Growth and Expan
ston of the Institution)—gw weg} faey GI&T GTIAT €41 ® [AHtT
@ TuiA ¥ 21T & Y § 1 OF weafor meac sl fow gfy ¥ fag
o FA E, T ¥ 5 A%ET wTIA g @ wsniay @3 § o wr
oF =T A quET a1 ae e & faera § oAg @eee
g

faza gz doam % falw e
(¥actors Determimng Structare of Sales Organisation)
o frr g5 7 gy fefira ) ot fnft o 8) Fvelee
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(Cofield) & gare frvw g @ ey 1 g qmt o fnk
FIAT g—
U R 3 am a ey g feay #% ffat
2 T A qvemrg ) 5 Tt 1) fady feafaa
3 Fomlt @ omam 6 Y ¥ faew Afwt
Ro afwwt (L K 1 hp on} ¥ st frra atat 1 A
fm 12 amt g7 frge FETE —
STAEIT §Y s7ir
ETATT T mEre
STIFT X TG 3 Fafauay
SAIFIT £ I F §TIC ) fafererar
faz fifamat
faaza fafint
sfgesaf
FATE 7 LY md o aferat
faefta aram
10 57799Y 2 s frsreara
11 Tifa
12 qwwgng
IIF S I Y Frareare FTOTR T T ARG
RARUAASELI LR L1 i C NN N, WETIQW aedt q1 fayad
LaGE-S
T awgst & wyfit (Nature of Products)—aegut 2 sxfy v
Fa‘mwmﬁqrﬁmwwwm WA g AR T v oA
A O wEEE mAwmn 6 T EE vl wer @ frra
AT I T30 07 fregr Tvee T QT srafe frenfa 2 aeg
RISURSIE R 2 o JE PN &) 2f Rerr =Y AT agd
DDA J9AT Y 2 a4y ITY fam ifing & 07 B v ¥ faew
T TV QrIITar 9 1 gay TR afy st qorg BT Ty ma T
fret frar s ¢y TTT whiy frmasatiay, ax afafafed) 3

WONe U A W =
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2 aegel T qT (Number of Product)—ufs g% a3 @10
e FY W vl SEgHl B A 970 whF §, O for ansn off aga
=1 v fatgd g, SafF @ty fay o s aielt augs & aear
2, o fr=a anst @ g Gt

3. T & ST (Type of Market)—atamR & q¥1< WY faz
RUET GTAT G NRIGd Tl § 1 TG O TN qTee 3 §Y W 51
faa wed) §, oY frrg wved A Gy @@ §@ g afs wen aegd
T wE I R AT wT AT At § A Rre awew age f awr wfew
iy & T | quRg At wen SRt WL 9T faww wwdt § ) aen
=7 Foory wes S 0 favga q@ wifEw £, wigh avgqer s fafacdy
FCW AT Y aXA L

4 wawmEy W atarg ue ewatd (Abilines and Capaciues of
Ereutves)—aETed TRl ™ A0aq€ L7 wward W IEa @
a9 § @) @7 @vsd (Lise Osganration) 57 fwiay &< g1 § X
aeft faara wranet @ far o o € forda wa o et & fas fa3mn
T oY mATETAT A9 9T g1 IRy A SRt A fevrd o amanw
3=3 et €Y a3y €, &) 197 oA a9 9 TR ey 9 5T faaiy
o gwn, faeh S fdn o |9 § frerRa ¥ agEs D agman
faw a1

5 qEr ® WA (Swze of the Insttution)—3lT 47 41
WEFR T 5, W W@ERT 5997 e wd ) g @ s saF fag
W T3 I fam-ameT w e @ vl @ aory aft wvn o
WL AT AT, A @waw Ry v 3w f dmo o sk fag
gius wiew wa famm fow avsT aTamt &1 w3, f99y a4} v
N fafire agmar vIwe @ &% @ faftcdveay o1 s faw w501

6 faom fafami (Marketing Chanrels)—us goat sl oy
71 915 =l T3 il 79 99 §F ¥ STOWET 3 a7
aFdY 1 Ttz G Yoy w3 Y 39 nl f) 99 57 foer sy
Sa¥T fraw W w93t el 1 AR T g et e ew &
saiRRT 9 R 390 § 1w 3w foer e AT e sife o
fregy & Tafacdeen ¥ @09 it a7 90 S2ET § ) ged O afs awar
FEHC =TTl At ar A S, & sue feT e 7
SAHITA §X9 €0 W afk @w ol R fwy by a2 ar
ey ate AT AN W o 9T gy o wead o
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FTer ST BAT § 1 3T Prow 4Y wn arg. A Y ga I
s At 4 AT AT &1

7 away & fern @l (Sales Polictes of the Institution)—
wear A faga Afaar wvy faora WOt SUHA Y Ferer ©F § wwiln
wdt § 1 ufe Frrr Afadr ¥ sare 33 weard frer frdag A a0
T fava i afy or dar ATwn § A gg Aead G P E
FIAAW Uy 9 307 F7% frR gfs wvar gfea awwdt § 1 9der
T e ITA SO avh W fafoee s & g ft g o
A rAr A Friraal 31 e @t wale Frdag 9% e 3
AEIT T T e (ficka oagamition) w7 Frega W T

8 aeara¥ facia feafd (Finmaat Status of Institution)—
o weqr o1 faela feafT way fovw dr ) Fagifce et g1 froe
&7 wasw wowr F i wr oar frd feafe msdl 4, A
7 REAT WE T A 3T &Y RO fram o awdt & G afefeafy
o anet fregy o Efdra g T wft dear At R
fafy wft 7= AR E ATag WA A ewwd @ H AT @
amE G TT GIET g A

9 savd qF 9eeeerg (Customs and Traditions)—u® A¢dT Ll
T8 941€ 03 qwTE F 8, 7 ey wad oF TR § wAR
RF AT G TR T W TR E 7 X mx of AT s @ FE
U AaEs w1 cqet Ay DT G 6% Bal § ) 2 Swe 1 weard
Y T F TN F AW FEIC P G wAY § 9 waw 7w
wrza fawga @ar §ogm Awnd qwInAR g feued A1 wwdy
g AT F wawrwar g gu it Fadrest By 20T ady 34 &0 g IR
afs @ ¥ 3t gew W oY I AT GIFAT F IAT FIAT IE
AT

10, qwadt F @fmt  (Minagewal Poliey) %7615 gY
AEUFET W AGY g X WAT WASATY waar grabag sfrwray @t
SRAERT (Dalegation) T AT Y a1 fA¥ATTR w0 TEA
¥ 1 e ST 1 adl ary ¥ N s e 4

fug Tiven & tagra
(Principles of Sales Organisation)

o7 (Rrech) & mrpare “‘aft Fret anat ) sxaen & By fodt

s fafr S waeT 3@ 5 adeen feeva v gy
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a1 mfe Rrer wwed e & fg fedr Al R
frater 5% am 74 fvar a9t § ) o) femr g O R wem we
¥ 91fs £Y UF 9757 &) 9. UF 9e F Fegrdl § w9 faw
we F frefen fagra @ —

1. S€e %1 fagrd (Principle of Obective)—*'ana & F&w
fawr g2 gafrar & g w s o ey & g i & wgew gy
aifg® 1 (Each part and sub-division of organisation should be the
expression of definte purpose 10 harmony with the obectives of
the undertahsng) . fasw gz ¥ wew faw g ST ¥ sdw
off fafimer % vy targ © wg, ¥ S WA ¥ @ I R
FgeT @ &R =iy

2 fafwetstn s fwgmed (Ponciple of Co ordination)—z
fagTea & W 3T {70 @37 & siasria 71 gaaar a0 F
e B op FHard 91 79 518 de ofgy, et s D ge
fagta ¥ T ¥ T & 7 o av T W afimmfas e s
foear AT aFAT E 4

3. @ug 51 frgra (Pnnciple of Co-ordmation) vt awy 3%
{Mooney and Railey) ¥ g “adt szt st afiaw 2733 wamt
 grax wweam wot g @ 177 (The final objective of all organisa
trons s smooth and effective coordmation)” 7T A%y Fwsq &
s fawm aur TRl § aevay wifea 97 WawWy £ T0F
fora afafen greva war ¥ s e ¥ W wEE enfie dar
HERAE S 4

4 ‘g & faet @ fagra’ (Prnople of Span of
Contro))—Tramay  faeiTe (Span of Control) & snar sd=1fdr &Y
w8 gear ¥ §, Pawwr wyww ow swam g@n freny far o g%
7 fragrma ¥ showes T (Gravnas) §1 w7% s A Wt
whimrd A er §me Ak wfr ¥ ol o s @ sl
Frdeny 731 ST wwar 1’ 8 & oot 3 yfwors wia oo sfam
(Col L Urwich) & wvez =l A wg § v “gsafamidt & wgms
swifodt A st qer T Ju aned & frew @ ot o v -
Frovten Fowr s B, 7 o Prdwa, wg wea sus § arg &Y gwr g 0

1 ‘“Iftheres tobe systemauc approach o the formation of organisation
structure, there aught to be a body of accepted prmaples * E,F, L
Breach, Organicanon. The Frame work of Management p 72,



476

AT A A A W T ATAE 9 e e ¥ o
R A A A ® A il o

5 wmwar 77 fagra (Pniple of Definition)—&at (Taylor)
T OFAR C TAT AR W wedw fealt wer e § fafag aft =@
(Lvr posuon n cvery orgamsation should be clearly prescribed
mowiting ) fH¥T 39 7 fra w@fE 71 e ot § aar 9%
#0370 %477 qF arfara @M | gy nfafs A v o a2 FRad
F AT A wIU N | w7 Ta A evez 7 7 sqpeur A oY Euicdl
SARAAT TAW AT AT AT GIM AT AR W QT A T 4T
AT A FT AFAT

6 =z F1 w@wfar fagra (Pnociple of Scalar Orgamnisa
U ) =TI NTT A TR A AT A ATfer aRrer AT S
TNl | a7 st W ug e G fs fro o sfr fr
THAT 7 1 AT ) afar ey 1 efor 8 uF f77 e & 9=
frofeat famnfrmfear or raarfen = qITAT AEIqr AT e 7%
@ararfeg |

7 W A greq@ F1 fagma (Prnciple of Uty of
Command}—-7 fagrea & srgare qr wafmor gt Taa # 2 mhumfat
TR E T AEA 17 (No man can serve two bosses at the same
Wve ) HIZE TATAACA T frneT epfy 71 or & afrrrd &
T OT AT Gl 1 9T 0w mfor gharifo &
faa & 71 3 fralt o wfreey ger T T T A 3T o i Q@ Ag
FTT RGOV FAT AT FT7 I @ o ara gy gt

8 nluwR T fuer 71 frgry (Priciple of Authonty and
Pe ponsib 1 ty) —az fagre ag aqEr g fr ¢ afree qx aifeew ao-
A DA TRY 7 (Authonity should be coupled with rsponsibility )
T AT A sifeq 77 ¥ i ary T 8 790 1 =7 wifren A @
F71E Pra lawrer ar fear qrar AT § 1 37 afrTIe ur afua
AN AugTE ¥ R ¥ wa W g o enfr T5 @ A a
JFA )

9. mhan s oy fagrg (Panciple of ulumate Respon-
sibility) —za fagra ¢ TR “qeitaeat ¥ qm fag genfamfc
w1 afan afa g TIWE & 17 (“The respongibility of higher
~uthority for the acts of 1ts subordinates 15 absolute’” ) gl

!)
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fafasiray & foara o7 oo ¢ 081 o e < fo s ]
ot wiar ax TR & s fife &t Rt amm § 9w Atk
afrer wefredt & sfamrfat st g =gl o

16, AT &1 (92 (Prinupte of Exceptionj—3& faws &1
sfrA atfrs 9990 & sven dax (F W Tayler) T farat 1 <@
foraer & sryame frrafafor & aedl ¥ a7 & fag o e dt 271 sfeere
7 {5 wrx il g oAy OF AgeAqe awAr ac gy s F
w1 gemfamiat 9T i £ =gy 8

11 oFwas ¥y o fagra (Poaciple of Umity of Direction)
TYF SETAAINE TCAT & TF &) oieAr ZAT fgd WK Iad foer g
& weaw o 3 ool At R s F won i

12. ngcaa & fazva (Punapie of Homogzenith ) —u5F 1@
fa5g wusa w¥er § fag ug 9 ag=aq & 5 9w § ffaw wfs-
sifclt & AR oF gat § 7 erd ) e w1y gAR wasT F ufy-
wifeat & afasrt T3 7 @30d ) ware arfes ary sl § sfaer
o wery & W =Y ) St Y § & ot 1 agfey fawre awe
A

13 gewar @ fagrw (Pnraple of Simpheity)—f#a gz
=TT W4T B, §TE 9F w10 § fasnEa & su A gm ww @i
0 1 ST F AT § & & AEW-aTE § 6t 5% sfaamw araw
A g

14 weaan =71 fegrm (Principle of Continuims j—fivey Amsy
g i, Y faeee vt @ oW uw faRr e G g |y
SV 3T $ MEEEard 31T T AR ) 33 T ¥ answ
FOIAT Y 1 {5 Aear =) AraRerAa g aiady fwm W ey
G IR T WY T I T & o o anlss

TR
(15) wgfaaar w1 fagwa (Principle of Appropnatenessj—

1. ‘Accordmgto this concept, decisions which recur frequently sheuld be
reduced to ® rontine and delegated to subordinates, Jeasving Mere 1mpos-
tant 13:mes aod cxceptional matter to superiors” W Warren Havmer and
Joseph L Masue, Nanagement, Analyss, Goncepts snd Gascs p 41
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STET qUr @A i e a7 e i @iy 7l Eurca IR
fagtr a1 SFIT S (Fyol) i frar 1 @dve (Cayol) w1 2f3-
aifed €1 Rigied & AR AT ga Wifin wue 9T & 9 1, |
T snazaFAw & 9gEd fAy Ak 2

(16) = w1 fagra (Punciple of Flexibility)—0 fara
qqz & FEEAT AT AT qfgy, Qi MIWTAAT I aww A9
o3 Az &Y aEgET A gfg A Aray

fawa anza w1 faariastw
(Departmentahzation of Sales Organisation)

faaritmew & s (Bues of  departmentibsition)—
marcod  frrg waza o frwdmra faem a0 franan
aFar f—

1 &g (Product) & TII¥ 9T

2 wgat (Customer) T #T9IR 9

3 & (Tormiory) & =4 9T

4 Frdf (Functions)  smang 97

5 A% B 97 (Combinon of wbovoe)

AT Y9 faw & que frar &)
1 g & wure (On the basis of Produet)—

fama mosa Ty fraelasog g6y T wa w99 v s g 94
fr wvar % ware A TegAY a1 Fratg Y & ) ag wear w7 AR A
g ¥ frg e ¥ @FAT w@lts @ frgfen wo § AR s wg T

foram A g awen-Fred T grar § 4 g wT ¥ fraciiaroy o T
ur =12 far s 7gr —

1 “Fayol favoured the prueupl.
rle of appropriatencas, that seeks to fat the
haman and needs of underfaking *** W. Warren layoes and Joseph L,
assic Management  Analysis, Concept and Cases p 43
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ar (Advantages)
1 mear aig Y AArT @7 AT wewy frar Egl
2 g faarm o {xfrez wan? foady £
3 fafafezavm T Trem foragan a1 seag fraar
4 ux gACATA W grAaT Ay AeAEAr an A

a (Disadv ntiges)

1 An-Tg 7 Tfem g aar

2wy avy a1 wale 3o T @ A fafdrem @ oaf 7
Ama 1 gfg 2 wadyy
2, FTEFT & AT qT (On the basts of Customers)

w7 Fraft faxr anza an faqeinay wwf & w97 fm
ARITE, HATTT F OAEIT O FTRUNTI A0 £ 0 e favan
fafaar & mae @ fawaireor (Deprtmentiizagon on the basis
of D +tr butin Channdds) @Y a7 577 ¢ 1 g0 9v07 T frarfyrar Tr
FET {A% wA AT Far -

s vy q9aw
|

[ i T T

fam 97 9% @79 93 17 fa%g 93 a7 Aeculeeiacy

(sefnT) (atr fawa) (g7 fazra) (Frana famor)
4 4

famr= fagmaat farnaat fagarat

w17 07 AT (Advantages 1nd Disidyintages)—gn 4T T
faanleem & xdy gqrrarg a7 § fr AT AaTR T grzwr 9 fafee
frraral @ a7 397.q @ syt E 1 a7y Y A @ FafrdTa
T FTCR 37 ALIT QAT S w8 Awar F fro aweg af £
3 @13 % BT 9T (On the basis of Terntory)

ST wAear 7 frem ww edg o gadedn Aar @ oar i
AT 97 fraufveem e # 0 3 wrawe v st fravyre frar arw
209 a7 &14 T P9 wAw fr oady wrazar faavr 41 Frat frar smar
o fram & wax e ey wtenar a frarow TR § 1 2T
FT7 T fAanfyem & gerg avd arw A wtfra & —
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am (Advantages)
FrraTai o gt frean T &
=T #Y AGT ITUT ATCT AT {0
AT g W T T et sy g
af vzt @ fran wiey Ay sy ard oy
e ot amme a1 gy geg frarer araT B
g (D1 dvntipes)—
ufus o a3t d)
o Y amenT Y v
aw 7 o TfeT A
4. Tf o e 8T (01 the bass of Tunctions)
w7 freg A T mer g7 frar awst e fgamdao frar
qrie 1 vt T o ne A% fwelrmm vetwr ¢ Frrw frang div—
fr1T gt A T T P d@vrr mfs mfs o AT
faquiyem g fe7 0T 2V av T §—

AT fagg wawaw

—_ [ N N

w N

AT 9T IT
|
t | l
QT fraer frenaas T oy fram fawr famm ae e
faanr | fas g fawr
1 fawpr
ferarat

arat (Adv nl 1o )
LR R St Sl |
M T A Y b
fra™
f o Ve & fad raTY 8
48 Faf Y s
6 oAl T
A (Drs dhant go)—
1 Frarfvsr Tt wre sfiey -3 [Tt

2 afvmomEar s o 3ot AT qT ngier vrr ) fam ot
EERIE ]

TS
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3 o fram &t o SaEny & qwr §1 o F9 T
am@ar gt
LRI LINE Y (Combination Approach) :

foq TR 1 wmEeTes 67 fagy g, B mga Sy
gom s wgw wive 9y 3, FRmdvww # smawe@ A g, faww
fafemr ot fafaa g waw ¥ od Ot §, @l ey s
fawpirew frar soar &)

TR €3 4w (Advantages and Disadvantages) TH SFR ¥ fym
e B AT w0 & 9ue ) §6 § a1y A9 W a
§ 1 93 TR T8 A wgTad gAE gerw g it , § famfafaa

1 S FEY 92T At '

2 T ug fafire e amfay gweng t

3 AR AT aRRE

fam qas & AFW JQ @S
(Types of Forms of Sales Organisation)

o foxm Aed fe I 95§ anfst fear @1 g@ar g~

1 g7 qYET ARE {6 1

2 @ruE FHArd &asT

3. fraxes weT

4 gfafs sy

Y AW TR B @ av e @ B o gr -

e AT A GG
(The Lipe Sales Orgnnsauon)

Gt 57T 93 § Py ol @il s gaas ¥ Sha i g
ot R ST (7w 330w ) a6 ¥ F wmfemr faaral an
Ay gt

ez g fo Yot fawmr woen % foos svw w7 ofioe =
serrdiad {Delegation) YFIAZ €7 § F7@1 €1 79 SAT wuiary my
faread AAFA ¥ ART STT FWI § 1 W IRCAE 917 37 fiepd

1, ‘The haetypr of organisation i one 1 which the 1e prasibil ty centres
101 sves ronager or cther sales exerntng avd W onty flows m 3
strareke ine ftom b to the 1adivid 2l sale men Berteand R Carfaoids
Sales Admmistration, Princples and Problens p 76,
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ot o Prgzan Afaard AT T B X1 forg wed A1 Wi BT
frey 5 ¥ wefie fravsn arw § —
e faFa g
|
I | !

wgmT frFu sTaT azraT faam 9TaF gt fard g9
(@1 =) (wrl ) (&7 ®)
farpaersri frzaaat farnaat

Yt faw awsa 71 fadmard (Charactersstics of Line Organmsation)—

1 WRw @™ w0 AT A A T A g0
2 @t wfiqw arfies ST forg wamas & ¥fizg 0 €1
3 @Ea Yam uw ) afarrdy i v dar g
4 oeE 7RI ey Mrean sfard o aiw ovs vEr
5 T Ra & e it fafirdmer 41 wwa frw g o
ars (Advantages)—
1 agg faaeady &1
2 TT XTI AN AVST AAAA AIAG 1
3 wfa vy a7 TR s arar g
4 =za¥ e fogm T At amE E
5 Suvaifaeal & gaar T gar § waig guvafoe fafia
T g
6 gT-aa dnaar 71 faTra gt
7 vFIAT fAgem g WATE )
8 AT franed (Flevbility) wrar strar &, faadr afrgdy aedy
grAd g
9 =TT TT WS q9T TEA Y0
10 fam=ng 77 g sarrnedt Par g o
11 @ Yarmgt 1 7413 517 3 )
12 e AeTaarzy grea 0
13 frrrrald ¥ sevg @90 71 fraty o 21y
14 fararaldr 71 qdt3e azar & w7 &6 #1 gror faedt 1)
15 =rit a1 qawy el § frar o awar 3
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4ty (Disadvantages)~—

1wl fafaedgey qe wdt & war g
9 {597 YA U IS ST Wi SR 2 AT
3 9ga A, WRAMIE U AT U At afs A AEEnar
qeit & P famar #faw 80
4 guted Wi FT oA Qa2 )
5 faw SA7OF B 9% WY g AN ATEA TH WeF g AR )
6 mtaed W gyata Swmat o7 fawra 7l & @t
7 sfel ¥ waewsln swar o1 e A @Y % ey ey
el ¥ A v g A f )
8wt ey oy mfuwtft § sy 9 T § o
9 adt svafvll  fAy o7 qaTC A1 FET WYY BT |
10 gETh gy w7 O =l waw Pz § 8 (Haste
makes waste }
Sugwt (Sunabiity )—wmr fre7 wu37 gy fafer oo ¥ G
<o wEl g, A e osewy —
1, wa faza wrf aga & Qiffw 0
2 wifed o qen Hifaa g
3 fafe 7 ¥ sawEs T A §0
4 i A gt

Tt on whardt faswg @nse
{Lwne and Staff Sates Orgamsation}

I g v T oh 93 aves 3, Toed s sTees Y
oF &F ) & frrg e & qorg B g g farg @t S§—a,
waaams aifcad, fafeton aed's va sfoeg ¥ fafies s e
R S EN v § fr ke 7 wierd fowr grew 3o
AT WA o svew ¥ Y 3fEw @Y Eveg v oaw fAaEw
ol 5 i 9t % g g fdT g swkes frRmst (Funet
sonal Experts) ¥ a%3191 a1y o= ety 91 §, Few fag smiers
fadst g T €,

1. “The hioe and s1a5f ty pe of brgan wation 23 one 1m which the sales manager
13gnen & staff of speciabists 1 such sales firld as Flanpiag, rescarch,
statactics, engmeering promotion and traning to advise hum 1a admine
stering the sa esof the company  Bertraud R Ganfield op ait p 78
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W
R§7W€étyﬁ‘anﬁ famwn Tmza
:-:..i:::ﬁ‘ﬁ faqs samr

|
frra fesr firw gag’a o G frrw fazaqur o

T AT ST aquT botied FF
S N
farerr fawlu AT e Pora e fasr fawg savar
o () far (@) oy (1)
i ) )
fazaraf fararal fararal

fafraang (Charcteristi J—

(1) zait faza sawm o7 ol fadeay o) garg faa
Eici 6]

(2) @i @ amior falad @ oz frad oft v faga
B odtw iy s awdy g

(3) & rralens fadra e ey ag ¥ fag g =9 i @
T 1

(4} oW fava waww frdt o quafor fafias Y qag D
AEY ¥ 0w 7@ § 1§37 wegy & =AY awg wrrar 4

(5) 7w famrs mfgr o [kl

(¢) watea fafedr Ty mon g

(7) W fawa waeae ¥ 11 o1 w AT aar

(8) 3a% s 710 gy
ferarata ax sgan )

| (Advintiges)—

w7 f12@ v farg sreaT & RikLct

(1) 73 97 a0 N ez 07 e A feirm & agirar sam
@I

(2) 7z fafediesiy & g AT TT@T Y+

(3) 1T frry w3 & oy TR 2o Y Eeciig]
(4) 7g w313 dvegy 7 R

(5) T3 T1rfedt 2 adrofy & KELAS ST
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(6} =ad galer @tw yrft et §, Frad spaaE & q9d W<
et & afeady e

{7) frg=gar AT e §

(8) ke =her Ty wegy fay o § 1

(9) whusr &fam T €y
g (Disadvantages)—

1. Praret fAInS d i ST Qs g o

2 frawras fadedt & frgfs, 99 gl 1 afes @50
aedT

3 gAu gwwalaer fedt o€ Naw T

4 frmens fairast &Y warg o1 9AW faF EET J g 9
g

5 =l % feted ¥ o wn afew 9w ST

6 SReRd A qUEn 7T WA qarE

Fegwar (Swtabiity) —T@ TR F 7T AT FTARRT
fret sET MY wEATH B AR g —

1, <Y gEaTY agq o<y o7 weAw s I

2 a7 gEv & Frrrsoid o s i 8

3 fag §ear i 75 avgd a9rs Sy E )

fxawRs f1 aven
Functiora) Type of Sales Orgamsation,
)

frameas Q7T wvay gwo wwge AT (F W Taylor) gray afa-
qifxa doifaT wwm & fEorar ax wmf@ Rt oR & siwew (L K.
Johnson) ¥ sgaTe “femiers e ug wveATRT wwawat § B wfy
Fre 3 ¥d 7 Fraway feY § ger @t gf g sy
aw qf=d §, wiTrT a7 sy wAdaar o aud s ¥ arg a8y
=fes g7 ar@l § Faraw § Ry Sewur Qar @ g7 99T T "

1 Af nctional typent 13 T n
which fines of authority run fiom_<everal functional experts to each non-
sapervisory employee with each level of asthonty being responssble for
the planning and exscution of some butnot a1 of the functions performed
by subordinates L. K, fohason op cit p 335
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% feia ey 9w R g1 ¥ b we of frda e
A AR
fafiqand (Characterntins) —

| we fafez @@ @ fag faday gar 1

2 fadas gy 797 739 @@ fAaw A §

3 Taw fafeda<a qals 2w Qar § ¢ .

4 o fadew waR fafres ébr o geafuaa § e ud fada
gar g1
qm {Advantaes)—
1 fafmierw & aft am s s {1
2 ag wAew fara sges O aede ol @ AR ¥ g A
LGSR

3 fagia atw o7 sedt fad gy &)

4 fagdy a1 e watraaa avaa g s

5 fafaez @A w1 g SR A feaeaar Ay st &1
L] {Disadvantages) —

T AW A QAT AgY @A ¢
2 fafus fadgdr & on2w faerd & odf § arar sy 1

3, %08 faroratal aX wddt qz faqe) 47 wargmy 906 99
STATE

4 wf@Q T FEERg A WAy

5 gNF QU Y TR aART qEt §Y sdy g o

6 UF gui falas F &7 ¥ gEaRiT A aEaAr ag aav g |
7. Suzarfaer T awt & waar r fawrg € swar g

8 mivg & 9add ¥ amk 2 qewaar ag a0

9 Ty weqrAt & faq Ty wgar &

IugeaAr (Suitability)—ag frer gre ) wRAfE  deardt
foag, ITadt §-—

1 it oReard agg af g
2 a3 gwwnml § @i wer ¥ fafacdwog fRar ST
AT Y
afafa fawa d@nzv
{Committee Type Sales Org'\nimt\m\)
str_afufa faws s Ot et wrsT o qrqad smare 7@
atdt §, 4fer ag fedt amsT ¥ oy ¥ ara g @t & afefead w1
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sy fratew o fdlsm s @A § se aealas e
a1 iy eafem o & weafag gwewnt o Y fiar &1 % afafyar
¥ s e gavaw geata Gy 1 afafer o s & o0
Fft dgw fdma Y @ wiwfent awd ariy &) vageod, o aer
¥ agr Ry whrery afsfs gy 8, € 30% wo Saee oy yReE,
farr af<ery S9°aF O §9 WY TEEE § a9 aimir fiasa €1
I ool avm-gmm 9 fqase Aifcdl oa @Aaaer o Malas@ g
T ARA X W ANE o7 Ay v Fmram et sfowg
wiepry w1 € ST &) w0y wert fagw arza w v fafea afafad
& 1w wfnfy, 2y wfafy, fmw afafs wiz aqdy @ §)
=T (Advantages)—

1 @gdv Ty gEeriiar a1 a9 fHasr g

2 A FETAT AT ,
3y (Sohd) frgg oy st wwx 1
fafiree am w1 am foemr 4
g At ¢ AT FAT @ g
fadim ey Y AT §
FRIUFET T gaT ¥
3 frar W REg @A

9 faga I T AR FTIT TR A QX &1
£ (Disadvantages)—

1 wfss uT smm gy €

2 muft frgs ©F e 95w Aw frd wawd €, oo e
wiinrifedt 8 Grlrg £<T X S0 o AT 4

3 ma Payr § o a7 freY afe 3T o soenfier sraar
sfes T §)

4 ufafa @ sEaQ | Ay § geafan yaw 5 g9 9 @l
Dt

s s wfafy ¥ o Haw sE A sdY Y w fafte
farr wrag AY SR L

6 sfafy ¥ il A 57 A7 I wAr g

7 QE T AT AR I A0 A RO sgwgE 30

IrgEa (Sustabshity)—sfafa ey aesw 51 e 9 sy
T &, w2 frm e et feega @ et ag @ ofis R @
sEaFAl € |

©® NN ow
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wi=g faa qnsd & qa
(Attributes of a good Sales Oragamssation)

395 afqa 77 guey & fafad e w & frat o @y I
AT AT T WHAT & A ATeA AT §TAAT § AN (Flevibihty) 4@
S Afel 1 wfaew 7 wewT % fAFW F AVT @ a<aAr ¥ afEn
F R N g w AT 7 9, g9 w18 B e B e ) e
TS I AT AT | TA% AT AT G w0 fAE
ST GITAT & FRgIAT AT+t qaler ©F ¥ AT FAT TG 1

7R & g 593

1 forg qren & aforar Gy qar g ared f frs AT &
FTNIRALHTE?

Defire sales organisation and state the objectives of a sales
organsation-

2 amEnfas 39 ¥ faan gred ¥ wged oY AT awArE |
Discuss 1n detail importance of sales organisation m a
commercial underthing

3. uF fOTW @ied @XAA a AR B A1 qed) T IO
afad
Describe the factors influencing structure of sales organica-
tion

4 faFa wrew ¥ fafaw fagrdy &5 aga #ifag o
Discuss the various priciples of sales organisatton

{Iiyr Com , 1975}

5 177 awew & frtrlaay & 19 #V4 & w41 § ° wAw & W
DT w1 g 21
What are the bases of departmentalizition of sales organsin
tion? Narrate the advantages and disadvantages of each of
them

6 frer qNET fra I FEH LY OWAT & v Ay w1 q@A
wifag ¢
What axe the sype of sodes orgartsatioa ? Naecate advamipes
and disadvantages of each of them



- =

fasa waras & w9

(Role of a Sales Manager)

“Sales manager 15 responnible for all field sales aciivities

and for the mairtenance of an adequate field sales orgamsation ™
—Aspley and Harkness

3@ 37 9, wAf% sy o vy v o ¥ s
@y @ &1, few Y WE awar A 41, o wrws o1 w0 fasie TR
T A7 I TW FaAA QAT & WA 71 TORQ Taig A
Fd av § @ ar, 9O SR S® 9T A AN ST 4T 1A &
frr 3 el w9 sfeest @ wgely o ) e,
faxa wraE 7 FWISAT UT WEST agUET WO OO0 | ¥4 T MRS
T GETET IHL TIET & W O 3 97 @0 § 1 9§+ fAe vuE
st

1 @ w=g @ fFtaTe o1 faale s, $9 ad oI
qy FEg !

2 fF ¥ wra s AN @ sRsT w fritg e @
frgw surerE (Vice President Marketine) &) frsfeq aar—

(1) frF-aET 1 AER @ TR

{ 1) TEF F AT

(m) g ==

() 78

() awg w3 it o & sopan fary Sf W

(v) arfoafis @R

1 Joh:mc:m:ronA 1eyand ohin Cousty Harkn
Jimm Cvmezen papt Joko Cousty Harkness  The Saler Manager's
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(vu) FdwmY farra g7 Tafa
(vw) a7 P 71 2w
(v} faarea ox fqr w93’ T
() T Feardt 71 fagT 0F FA A SR AT JAC
(\) Fare difaat (Credit Policies)
(xn) Az U7 ATT Y & fy
3 fasifea Nfaay & sgare frg Fdset a1 Frator so @
raifeaa 4T 1
4 @R oF ST ¥ fAw sde a1 fiow Y, @
fafrar wmmafy & 0¥y ITAfegdl 97 YrarsA wEAT 07 ITEA F qU
9 1Y 9T WFIF FIA ISAT |
5 fa7g § swbu goafs G e fatg sar o w9
sraFy & faifer Ty
6 fa¥7 SI97 ¥ ww AEAN wF FAOET I geifgg FTA
& faFn & gl aa a1d1 & fay Dlew gamr o
7 fara sasifa 5 st sfaag mk aidaEr a1 ok @
fadgar TRAT1
8 wmEml uT IATATT F frwr qaew § amr o7 frey ol
=Y @pfe 31 ug fasz @9 Mt (Siles Lxpenses Policies) 77 91T
i I 9T HTIT TN
9 "eqr 71 ST I ard fFT qeaedY sgeaqy at § o=
TITFUTT X HITT TIAT |
10 fg%7 47 uF 7ar  Fwz (Cost & exprnscs Budget) XY
Jaiz wTar vy fawifar @A st edlgy oz & AIATT FT FEAT
11 7% sersy (Product) ¥ {Awir QAT ¢RI SenY § A F
fag famfea Far
12 gafeq arsy vy far & arar 2 qet FAT)
13 VR OF f4%7 9257 TP A gt gary 57 fagy
wRIfE F g7 vt TP dam 7=art
13 Fawg Faaieds ¥ fTnd oot w2 07 399 T awc ¥
AT FIATL
15 AEAwAT 937 9 gA0 o F bl o oagn ¥
T T4 FAT 0
16 fas3 @y ¥ aNg #}Ar a9 999 a7 Wi TET A
fremr a9t wram tr IUeTare F ey ¥ de s
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17. 3¢ fifvm ww g ¥ afnfaa g, e fag fagga
TqTeTE & WET WO & 1

18 w5 Wrrar SR @ ¥ qgrear ¥, Ay fae faewe $er
o 7RI I

19 fax7 & wafwe o awoard 71 59 709, 0 5 faowy
et gra fatase A 1§ 1

20 demn w1 fier Aft w fEETE T AT TA AW 9T
fawre ¥7AT, W fr rEH oF SEeErR ¥ STEA & @y ¥
&

21 WA UE AR § SEIE § arveaw (@ A7 G-
St (field <alesmen) 7 sem g €y S F7AT1

22 AT ¥ STENGEA X ¥TAR & T w1 Oy w3

23, TEar ¥ o IR ¥ W w3 O agmi v s
FEATN

24 TF ATE MANE F FF o AT QA I G ST ARIASTF
Y I W oA S £ aRaT B 9 9T @537 $) €5 FXa g )

ITAH IGT ¥ 0P faFa 99S B oi0f 7)Y aga ) fawma wr ¥
AT T § 4 e AT d mf aaRd 39 § oF fem ey §
Tt @y A § 1 ¥ a7 ogr @ P ® s sy AR E t swwr e
frvg ¥ wrw gl T OIS HOIOAIT 67 A Am v w
T By T ferma @ wEaeR § aforn w11 § e wEn
#frag wary aaraETas frarar @ Ay & §, Faad e faag o
a7 F @ w1 fagtor v o= afefay § 1 59 9w 9 frare
iy gnds Fwa & of-niy e  Aesfug dvaand w1 fa,
famiar o s foes aTordr oF fagoq ey 7 frate, fasn
gre o friw Brvr wva ¥ o feoyw or o gagw dt &
fagtay fams farea ara=l wof ol @ afmfra s §

7w § ¥ e G s ¥ gt & afw ov Sy
s (Marketing Manager) & £ 1 fora szeg & o oY 2a% & 3awr
FEE T T faw v Y ORI T wREA ¥ e g g9 d

1 Markeung~*The performance of busmese activities that divect the flow
of goods and services from producer to consumer or user ' Marketrag
Detsostions, A Glossary of Masketing Terms, compiled by the Committen
l;l': Dk&mu\:&u of the American Marketing Assnciabon, Ralph 8.

. N

1660 p 13}
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31z ada farearer & mAar fewg waw ¥ vafe g
a1 frivom, fagm w3 Fraem 8, fariy Wt T, @ O, FARAR
Fal, Fmt a1 b oA, frrr a7 fauife <, frdag w3,
qifeafeT gar @ar govt €A1, 9t fr eafena faag safo § e
feya w3, wimifaa $00 TA 9w %W fawrem § sqert e
RaRT § fe gy 14 g avd g—
1wt gRar (Recrusting)—

g7 faww fam T TR AR T QEIR AT TS [0 L,
adad 3T Fdw Y ATy & wgwa frfgee aer A A e 8
wa Aeqr af aepnt ar fanfy a7l § wF avard T oA W qqq 91
w3 dax At 7, faFr 997 F o w0 owqw T faa g
argt 2, ag faaa masT ¥ ane ad) w6 @ qwear a1 w % garg,
qafe wal a7 a0 71 w77 gensdt § WAy faanr (Personal Depatr-
ment) FY G T Y 9wg 7 Asqr ¥ ug o fawg gauE @9
BRERSER

faxg Frawm @ foell e & fow R @ frovg mams #1ag
fam AT g & e f50 99 & ard=erdy sraar famast o aasar
31 9% T ¥ wB M favmy v g and fagvag aToen @A
AT A1 faFaaatal 71 gYaar o At & Myl frar o1 aaar €
¥ AR farg qa2aF v wdAm feraratdy 3oy 1 owwear 2
AR gAvEET T g, A arw & oo @ ferawat afaw awa
g oma whra § wAt o gt gare & safmay 9 o faad a fara
Fid I g%t ) a0

fawasatay =Y wdf & wda (Sources of Recruitmen()—sia
faga wasaT ot ag @ &Y W4T § 5 fawagat & et T d IR
& qa1 g wfeena oF § $ar awr wf®, a7 53 frrgratdt & fifag
JEA Y faft oY AT § Trawat 3 w6l S d o ¥ gy A fe
() Ssar & arew avdat 47 (u) wdwm fararall ¥ e (o)
fasarstat 7w (w) frarnt (v) S @O TS (i) frarer wai-
s {vir) ufagedy @eTId (vn) mer A W
2 AT (Selection)~—

|

O 77 gaa® Y OF 9 frawatal v fasf w3 0
o SN faaag alal 71 GAR F7F gUT T09 @ qragv azgAr Sy )
[T & nmg faw fafy wemd ar gy g —
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(i) =R (Reception)—aiT @ Srdf wean ¥ WO g, &1 AR
w3 IR US AZAM T atg AETT & AwfEy qar I 4% weaA
=& & Y fr ag Y aedy s ae dar € ¢

() srefeas Tzaiat (Prelirmacy Tatecview )—Ffreg szes ar
IET T WA T AT T NPT Nearl # e § 37 e
It ¥ s e Y ferta, gaw W, vifde ofaw, 39w @ o
gfrurd et ¥ gaw v IWTE ) TS wiaton, S A §
ARETE FERAY S T B 9T § W% ug frm R wwan g fF wvdd
aear & fg 19 T waa g

um & dE € e walq w0 arefias deEanmf gEge i
agt A Xd W far § o T A Ay wd BT ® Qo @ s
21 T W g T AT ST WERT T MR GF §1 we qrdf Fasgr ¥
TORA At 3 & & QY g oY R fafy ¥ afmfr @3 &0

(i) st ax w@ (Foline m Appheation-blank }—=w7
srhs Seamta gz fag §mr @ fr ol aewn ¥ fag gwgw g ar
ST UF AT T ST § 5 WA oF B AT, ga Safus
dpars, g et Fou el e ) s e )

(%) TR 9 (Selection Tests) —F1 F 517 7 7 9541
HEAT AR ATH T AT 7T ATAY 1 T A & ;e w© welf @
g g fafrer sna anfz 3t o et & 1 o P e At
Tt § —~(F) Amra draat s17 (@) e arger (Aptitude) Sty
() =t wwwr (=) =xfees s (@) o= s

(v) gex Feawat (Marn Interyiew }—7g 97 GoT §arat § Feaw
fosrm sraeg, gear 7 yfawr 7 w7 Flrower e aferfra @ § aar wrdt
¥ g B 97 30T S WA e ST 7T W 98 35
2 o o1 steanl & wer o €Y e w1 frafy i g w e
a7 fafre wm @ ald o St s A oL Ghatf, wm g
S o e o T ar e e g e

() mdt F et & smwendt (lusestiation of  Appheants
Reference) ~77 Y7 Haai & wriY &, &t wrdf & a7l & smyandy
oy A IR Y ) B F R i & w R, e, of Piter i
Festeitaiscrit 4

(\i) sted st (Medical Test) 97 sqU% =71 93 faas
SRR Ao g @At §, @ 7 S Rzl wiv 3 fau Soem g oag
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e andl & ST & @d R o @R A & e & ag
F17 F fAg aritf @ efex § swgw Easarad

(v Frgfes (Apposntment) iz sl Wl wR R N AT
st & At Py s1d B fge av A )
3 sfmery  Tramne)

Tt @ o fie T & qrw Frra FeeE S Nf I
TPTEr S S 8 EA BR 491 § ad et fawmaid ¥ fa
WA A | W ST A whem ST 3 8, W 3k e
o fafa o1 qam fra 1 wvan By e staen fafaat e awR -
() T ax afraw (v) T & whrerg (w) TRy (o) SERE
{v) frmexe afosg (v) T awd (Lo QAT (i wwi, -
% Tk ) fmm aEm
4, qafs@ ¥ (Equippine)

sfaang &3 § 9T OF {4 g A fraeeat oy e ¥
fag aree S &1 T few o daw qp gRfse T dnn g, AN
W AT ¥ oEnl @ A I A¥ ) g B UB FeAw sEey weR
frgmenl & fafed e 2t awd §k AW §oagd, wg oA
Fedm, fov wewy Mg W@, e, AT T, froz
afre, warfe TFT gafeay avar § 1 2w ¢ ot 77 T T O R
ol v meAt w wwwAgEE frm o w  sTar 1 adv R aF
qafsam sl § fmam v g —

(1) ferni Sem A agT e d 1

(n) %A1 ¥ aaa #1397 gAY 1

() F vy w weg ¥ Agy A dawy e @ amr i

() frraTat £1 omw fra @A g L

(v) fagaval 1 wfas awg as whinm o 7 gt €1

(s} femaat =1 af ang ¥ frea & afd A @ 0
5. wTa fratoy wxar (Assigming)

s7 ferarar Y qafred & femawi g, & o et
TET TEE T T ol wear § 1 ford SIRIn frrwwat 9 98
Fawr d, e o fergoe § awet & frod nmoar form e €0
T SRFF R g ad D e Wy £, S f favg & e

= & mafw af ¥ (uon selling duties) g faFaaat wY w3 §1
Tvifmfa sy A awmy —

(1) S 7Y s AT g & A
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(n) formrmat & f9g uF STgn o dw gem g

(w) frzamal @ fraaw s a9 AT

(av) wifesfas a7 faaifee $XT 7 AT SIar ., )

(v) Frmmarst & wwl & aied FIR F R a1 T
6 i = frateg (Routing)

&t F1 frgiew ay ¥ ar far gweas femwat 3 ag @
< 3, fr 9 firr @7 (Terntory) ¥ faver a0f F31 § 1 Y =W
frm g o gearsw ¥ qgfrar wd § 1 weas fragaat o7 Sl aw anen
VIR TERT E @91 1d 39 § fAy, RO I ff e far gy awT
TR gy hafa @ S maawm § —

(1) fazast ¥ @ 1 g 6 gar g1

(n) Fr=wm w7 & giam @i 3

() feorarat 37 soxcay feat § 0

() fevasal v 7w aear &1

(v) WTzET 7 AT FAT AT FTAT TEAT EY STaT €1

(1) fasa =i ¥ fodenyar arg o @vEl § )

7 fROW ST (Supervising)

frrEnt & w1t w1 sy va fadew 5@ @R 6@ faga saees
F AFLG 9 2 ) il w1 fmfm MOsws@ @ Y wwoa
s &, f5 forr ol faifa ikt 3 sgae @ Y Emamr g
7% wigfes 0w ¥ fesrwal w1 IR €Y w1 awdy §, 9 3aaT
wawat & gfz W R agms A 0 fadeng &1 w% ffmi 0
fory sxerw 9w § fear W Fefr oz fafe = wiw sxETar g
s frdag fafual fos § —

(x) =afame frderg (Personal Supervivion)—37 fafq &
e fadT swas 91 S for aees o grearmT fkemsi
i a7 MF O @ g

(n) w=egmzx (Corresponedence)—ux eqagic gwT WY frey-
Fatar 7 faldswy frar srar 1§ o ol swfong =7 & fomewint
ATy § et ot ox ¥ el fax svaza §)

(1) nfa¥aw (Reports)—frsasal ¥ SAg-A3T 7T &3 )
¥ wfidsw dam a, faxd saeww & oavw W 9 0§ whad
fa7, P @, faw Seawat mift ¥ weaew @ g ava €1 A fav
swas farreaint & el & fdmg s el €0
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8 afeafys 30 (Remuneriune)

forgratar 2 aifesfor kar agagd 1F g 1 mifeifE @
SR feq arar afgy wiFr faTared frow = @, afer o T
£33 1 w1 Fn aTaT € wifgg fr fEas adefelt 9 eferfer B
¥ qF FY v fesre a3 4 miforfr A gay fafe v fanta sar
safay fory nE fary atm Y N sfax wfeafor fed, arr @ @
TR wm & e oY frs | oferfas k% &Y sua e fafuat @
{0 tmw fafa (1) fara wir fafe (i) g oa wdve fafa (n) 389
wa fafeax dm ¥ S fran o Al fafy (v) T 0z faEd W
qe FArT &7 fafy (i) 3g7 oy @yaw fyfe

O AT IrIr A A e of A T sA v
fr sredt g faar azar mfyy —

(1) a frmeat froeae s & Ty 7 33 vl s

"YW ?

(n) w1 3N AL grgn AT g gy 3w ?

() @ar 3% ar & frr s firy o ?

{wv) am qiferfar @ o fafq A< oy Frofaa wo deT gt

(v ) a7 ag fafs fasaaias ¥ afergl Soiw T uddr ?

{v) @ 73 fafq famaraldl a7 gaes dar & < § =@

fam g ?

(vu) 377 59 fafe R mEwTREAR sfada frarey gTar d?
9 s (Motvating)

FAFTTI A o A FrTE w3eaw 77 waesqd o 4
SewTan ke farmy gt & wersay @ sy ¢ —

(1) faFmzat a1 wndig @Y swAr—oT PrETTEl ST Fearai ¥
GRSl Az AT AW AN g mA w7 opfy A freawwi deamt ¥
FATA A WMATE A AT DY wrard sve s menfazang sy A
AFAT ]| TA T TY HIFIATAI FAE

(1) 20 & FrIw @At F AR gwd v B wAI— fF I
T &1 AED F T ¥ QR gL AT T ST g9@r g 7T
T T ag I3 Wggw T wwaT § 0T I AR AT 97 And gy A H
@ § 1 SEEgT4 QF fazgrat gear % et @9F A ¥ @
ST F GAAT W@ 4 fafy wremag afy gedt ATT A7 9T A8 AT
ardt &, At 77 wg nagw w< o 3, B geqr 71 SY qndT wmeg 79 @
RIR g X AN feafe K wen g3 sTw I a0



-
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(m) ot wfafim @ @@ @ WA gH—uF Fommat a1
X §5 % frrg wd F fag fagaar &, dY IV gIm ¥ A0 9 S
qeqt & S ad FAT qEAT &1 @A A ag muw =%, W faw,
qetresl s ¥ N QR =T WAt § 1 W dAw AifEE ma F A F g
ST E LA 9N IOra AV IEE 3

9eN Tt ¥ 20 fafuat (Metheds of Motvation)—(1) @re 3
fewrrar Qaw (u) a@afs () Fw afynfrad (o) o gonst
(1) fzm e (v) farmratl Y ool (vn) afemm avas
TF FEY (V) T uF @aER (1X) #19 § 9wl 5 fag fagw
(x) BmFsiN F gD & smay (a) sfa e ¥ gafea s
oF R XS AT
10 fasw & {Controlling)

frFa g @1 0F 93 o framsa &1 faaw s
Y &1 Raxa ¥ wiwg fG=a $@l & REaw § & 1 oF fo g3 fam
amar & f T a3 grar § ——() fea fw (o) fom wman ad

w) frsa e (n) aw gl frag (V) eSS (n) e Ry

sfadmy (o) fawa Bifes sfodar (vn) s mpeam sk
(1x) fwa fageaw (x) fasw &= sfadqd o«
" & fRe WA
1 oF e gren & fawr sweaw B Fml a1 2 i
Descnbe the role of sales manager 1 a sales organisation
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s teutind
(Buying Motives)

“Although buying motives may be and often are Sfoolush,
wrong 1llegal, in poor taste, or unworthy of social appmml’,' they
cre always present and responsible for voluantary purchases:

- C 4 Kukpatrick

TAT 016 w3 AN A T W g% g A frda g
o1 TR TR QAR | Tz A< Tl 7w A wRaw a1
5z a7 39 <afts 31 i1 & agdt § 1 9g aeg wRiesr oo w1, AT
I T e I W OAT T A 3 qFR ¥ wndmfany #16g H
T oxfer arlt ot it frof) s & Py o weg a1 w7 AQ T |
AT 77 & dig T @ % 77 AAw Gy E | gF 3T Femd ¥ 9T
T ATV FT TGTH TUT TR G\

T GG BT FAIFIT
{Ciasafication of Duying Motves)

7 avdr 7 fafae fapat ¥ fafira g & adiga frar @
Rafatgae gzfar (Mchvin § Hattwick) & 77 FgreY 71 329 T
u fasa &Y arit 7 adigy frar g —

1 rafaw Sz (Pemary Buying Motves)~=srafua S
TAAE N arfd ¥ aeawa et 34 ¥ wrged opfmit & AR L
Y 5331 ¥ sfeqmaerst 3@ 0 & ) gk mit R e yegn ¥ 03
T3 T X Wy I AT mygavan 9@ 0 or fapa ¥ we €7
afmr g fs T A AW el At Adt o wew wfi
£ S el % AT fan grar § AR e e ¥ Sy Ry A
g e

srafaT w7 FTOrAt A g srnaanh & afifos ag af
@it o gwfed el §) Awfm & owar Sl v woger A
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ST S0 A SYT AW WIS (1) gEr ey diw, (o) JE,
() faofig T &1 melva Fw@, () fm o sthelt @ W s,
(3) 7 g7 @R ¥ ghw s ww, (V) qeeaT aan, (vo) e
amgar ot 0 a9t (v fifEe aw Afaa g ik
I Gt w3 S (Sceondary Buyimg Motos os)—iia =7
STord ¥ 9§, A =fE Famw ¥ ofogmeer s @t £
Yafar & WA A NTn ARTE &, g9 w9 $79, @
T, FTEIAA I qRTE em, frmedaar o3 fafa frew
T2rge, YRAtar A1 aegl W Wi §19 (demmay ar W wrd w4 at
Fgawr (Cunosins ) T g7 T 3 gaqr F qfeqerast wid
T
geaast @y @A (Hampton and Zabin)—% sgwm ¥3 wvormd
frafafad sere 1 G g (1) g, (u) 819 9@ w7 (i) wHEA,
() gfewr a7 g (v) sksst)
a1 ©¥ TET (R 5 Davar) & spme geg &v 3 fafafat
FERA ¥ YU g g ()W (w)wre a1 w19 3 amar
(o) mferm (n) @t () &7 (o) drfrm g Qares,
() e @ @y () Hifw sEmo @ @rer (o) g o
wrqn (x) BT, @9 (v) 19 0
wew T 9 (Alired  Gross)—3 77 sandt #1 freafafas
ST ¥ FAtET G g
(1) A=A qEwm 7A@ swny (u) Raw swaw sy swd am
{1n1) HRIG TOF T TT@AE A
FrEa% | 50 Aiwew ¥ @ a4 A3 g afon A v
F7 WIATAY ¥ wAT FT FHa & 4 HAUT gF A 5T feme & 3w
il
WIGAT 9N HT STm
(Emotioral Buyimg “otives)
dra (Gross)  sAX 9T A1 IR 9T @ 7AW F g
o< frdt =g 1 T S, AV I AT oMW A Sg € % F
fra i afedt T 217 @ aqas frafos v 8 sagE sy
T Fegal ¥ el W fam o @ wwd § 1 3naw &
X ARl %I LW F v F U WA I ST e a9z
FCAME) TIF B AR AR L T AN D swE wvw B =
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Fomrdt & gl g @ w omed ¥ afer § A araEm ¥
s Aty witer @) afrerat @ awdt &, fog el & afasw &
AT @i w1 9T AAA aear ¥ Or A¥ yrEgw 4T FAIT SR
& WA € | WIEAA WAL 2 fae ol ¥ far wrar §

1. ud uF whwem o @ s ¥ faga
garT ¥ afacer ara w3 & fag
. gAY wen wod st fafaee feary & fag)
HIAFT OF FAA F faq |
, 68 T AT 9rd 7R F gy
arq fadm a1 s =4 g

7. WA va wa § qfe F A

WA S TAieE T ¥ Smame w8 e QR
g, fomg sTagre B A AV TV qu Sue @) W d AR ff W
Fifro s f o AR fawfafar oo ddey § A W
QE A ey & A e nar g

1. witfam q@ wa Afaar (Physical Comfort and Convemence)
Ao uF o7 , ey i o) gdfag ag q@-giadr w1 @
AT § TR IAFT w0 JAT Wgat § | qeAw =t A A, wvsr, A%
wFE, srafas wrazasant § fagg w4 @ 88 §, S T wra@aaray
AT QR FT A AT F9AT AfEra Ry F ATy { @ T WA
F Y T XA aur a1l aNg g wd A gy wramE GEgH A
T oA w § o af oo manr § 5 A wem W 5@ 8
gy gRYUIgR FR F g Ty 8, menenE A9 qTder g1
wift gfaerd auft S Ay wfw ghrarys adte @ oed sA E oA
FTY R ¢ gR TN FIT D A i, frady, ewavhRr a<aT avn w0
A W, AT, wER, B, AT s ghrar o mraw w B efee-
DY Y& AT {1 W qg wwifew w9 ¥ wenwg g afwEy
w0 AT & e U Al ol 8 wang fawaast mia @ fewm we
g Sy 3 SR WA T Ay 377wy §1

2. W 7 afawr (Pade and Prestige)—ws A qwgpdy a1
T uF AN AT B ATAT T E @ ¥R ORA A R
art aEpAt 1 9 #T § ) w3 wmfes F At wred T 4 gear @
1w oaf AT AT qarw § agerqy Ao wrgar , ¥ gat
Safedl & ST 61 0T TUEATS T1gd § o w: & gar wraAr @ Tz
P ok Al W A R 9 et g g A ae

=T N YRSY



fadg e T wifEy o o aerd Y ol afge, S st Y @
|IEALR T A gl 21T A E

% FAaE ¥ oz s & 99 § 05 o3 a9 A g fafe g
¥ 77 F @ T FX foar §, B 9 93 sfaT ar af feen g
U1 Y T A B gghe agr ¢ 4V weus farasdia 8
THY IR B O WA oF 8@ wEr SEWTr wifg¥ ) =w wrwandy
X wgfee 7 & T ag T KT HOF TeAT F AT T T T4 Frg
afig aras oA & 93 wiy wwm @ A i Y afm @ v g
‘. WY suRs 71 9% agEw DT A @ afre wer @ dag W
g ¥ oy e aga wfas 98T =2 {“Male 2 oao hie him
self a hitle bt hem‘r and he will henceforth bhe vou very much )
e R (Samuel Jobnson) ] e gt faay & fw gwar v qar
£ F wifa geiw % & Few (W qRew § 4 (Prace, bike gold and
dumonds, owes 1ts vajue to its scarcity’’ Sumuel Johnson)

3 wmw (Fashion)—dam sgfes 4w ¥t amya< o3 gafadn
T wEnl A § ) afaws AegEs g gkt s a e
g AfsdiFra semr T ffm g S agmemzad &, V%
& Y IU (T BT O AT T D § ) BT 1677 ¥ AR
a7 wfawet & aRkarm § 1 & 9 § a3t ox #rg qA It g, @y
@ f AR A gt § ) e e A SR A S ad a3 g
AR T &t T gaarg 8, @ % WA 5 Fav ) 7w w1 v
TN T ER AT I § 9fq FET A A w3 FH 0 ow
T TE A9 AT AT HATYW T I8 Par

4, wrEet (Acquimitiveness)—FE T 21 vt aegE a0
S ERTE) ¥ gAY AW ) argd arEe sdYT 539§ 5w A £ )
S XFR =L AN A TGS F ARG O vy AT § aw fafee,
fort oz ¥ aeg T W FA LT AT OF A w5 asy] A
ity w s § FF wad ww & A R Y wreen @i 8 o wE an
e @ B wwa i :hrrrnﬂ’i'ﬁﬁ%% freg 3% ward Tz w0
&1 ferar o =0 Ao gt Y § fﬁmva'vﬂ"'—'ag‘rmg;
s e § Feridmagd Fadeifan 3 50 §, e arr = &
grqd @A 3 9w gAY § 1 6T A7 [ERAFAT [ FAT G
wizd § \ far¥, fore, sora® Tgl wift @Y wm Faw wag T &
=AW T AT AD I 30
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5 ®IgEe ar R (Curtosuy)—f witr w8 asgd Mg ar
fasmmaT add 1 ¥ ag TEGA TT AT AT ATAT WG § 1 Az
T A A 7§ qTg 7 49 A 9Y 7 w7 qerrT g oY gaar
9 AN T §, 5 @ A frdwara § 1 g v As et ¥
798 qal 9g aliah, 0 e fRAmaT a7 fore qdey A W ad
=i #Y e w81 o wRd g fearsw A mifedt, sagad,
afeat wad agh adie w7 we o @ qfr g 31

¥ SRR &2 § fr o o agg w1 e w9 91 frarar W?f
&1 Sta Nar i et weg & whr Pemar A&V g &, o & gegd diwar
BEURRER DA R R S T FY wEgT I e
ar fasar dar ol wed 2

6 S fawrm @ur M (Sex and Romance) it faeta aat
VAR AT go 7 At ¥ o A ESUECTESI icoe ki o
w98, AN A TR TET, gerd apwam aar famad § fewd Ay
S 3T =g & A & Q0 &1 g N g b LRI
e Y 78Y wer & afvg EXTENTH & 1 mwFT 7 fcAr a7 afafig
RAREERNER L o r e ) RO, afaTifur w7 & qort @ dwaE 8
WY

WIT 0T g7 A ) w s ¥ wper QT 7% amd A7 o
(I CEE T e o HEREGIE SR Ot e 2 a1 §%T
A ET T AR & oy 7 @avsy T 8 7 B 1 aied oft wed
LT R TR RS &1 %L 9T @ oY weA
T T ET T Rag qadly ey adta qeft 41 sy Y adars 1x
TR A AT X T we eqes & fo T frra qur Qarg dmy
TV AT 7 F fag weafs vy ¥ afe W E 1 g T
ARTT faarwy 7 5@ gz ox fre e fear sar 2

7. SR at g (Love and Affection)—§ augd’ 577 gz W[ H
T D X R § &Y e ey FEF TRy aF gk A asgd
e % ¥ R wisy 81 et I8 F ®IT qrar fray 593 gt &
fag fadt & 1t % g, 23 W1SARA, W A fg ¥ frg aggd
{7 TEy §1 gAY TYE W e famr g7 fz 35 qden & I g
ar md 47 g 779 O i v i T arh g

8 WRT (HDtl—73 V0 oY 3 o ey HECE

AR R T g e T I T G 1 3 ey 7 T
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9, 91 @, Wi e, ey Ao @I W
FEpA T adianT =AY .

9. mw m e (Gam or Economy)-—WERII@ A1
Feqril ¥ oF wewgd Few g Wy, fn fra Raddw g
T WA E AT S TR AT AR § 1 ST ok a6 W b gy
R A G FET R 9E TR Y 6 SR oWy oW AhAq
i weg WO B oNF 99T ag 4 gY ¥ 9 9 wegy ade
&5 AT A AR H AR A ES |

= q A § o A E good gar § 5 ena we
“qg ST e SR, SRR AT A ¥ @ oF o, TRk oew
gar WE uw & wew QY &, fF safs 97 el B @l g §
fory 7o a1 fraenar e Q6% 1 T A 9 Iy Wy wem
v fars myw A & W o wfie org ey 1 g ser it @
ot qETC &Y T o O wEt § s ¥ vl v w6 e
g i st wa o W F@ S

10 Tneq (Health)—@w (Russal) ¥ sfwq @i femr § f5
“Age ¥ g Te weea gt & 5 ag e <if| @ s , oifaa
@ &% 1" gy 3T cfts IO TR @ed WA 9 € gaeen
B AT WY e 6T 9gd T oW & €1 1 A o7 fmr @R
B AR H el e G A oy o el § Y ¥ sqdin #
FIRE qur @ N A@ATTQ, I EEF I g ¥ fag
FEEa @ fF ‘gz q@e 3w gEw’ | awad ¥, ¥ fedl gere A fawn
AW T 1 freg 9T 9 9o @ o A T adw 9n ¥ afw A
FEamlE 77 R s e IRt T s g e a9l
a1 ¥ wre T ey FERET Wl § 1 Y IR agfie Niaw Ry § am
SRTE F A GHT-FAD I AATE RS 7 1T T vl v w w0
Fady 9% it T IRT WA T ) 6% 1w effe o a @
b el o eitfe e avafed o ond el g § 1 Rt
W R & g & T & g Afw st e g

11. frfw T & o (Urge to Create)—af St & v §
Fodt 7 frelt Pt &0 o1 Safe o1d A TA A T QAL 1 L
Y XN, g e, Wb, W faely Ty § 1 wefeal wier qar
Ford FTF A §, g e gy A wry avnd deRE T § an
AT e a0 T e £ o LA o, ¥, F faad g,
T T T W e e S e W aEl
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e Y 7§ qegt 7 TORAr g &1 o7 Pygier o Tear o T
T T T

12 "a @ st (For or cwtion) —eft oy s1fis e @
Al afa @ o awgd aded g1 @ raga g T e
XEw W@EAEL o aww en DAy Qv wifd 1w ey AT
RN Aft e awd 31 epeT A Ao wiifeT & SR an
fore 1 w7 (Hudmet) guenr & aory ey v gy @ rded g1
SR a0t @ A awS & grr e seartt Al gt ¥y wdf
A AWy Rt wrd awary g ¥ wy vr Ar M oAy F T e
TR

il T &t FET & 7 BT ¥ v ¥ e o T3t @iz W
T A {1 7L ar frgavol s et F unry @ 31w frary
T AR G A argat o1 77 4 3 g1

U fadsw que wa svme
(Rational Buymg Motives)

77 & sufs et avg e 7w gy &g ¥ amug Ay TT
I Sreaga a3 adawt & 4y 93 frve I I 6% wrafe
A 1 BN g a1 wr gy BT AT ¥ 3% N wma, fermad
AR ULE U i 15 S RS 3 gy frar srr g @l
FgAl F AT F@ W vy 3 F mIwTar N A e
ST

TP wrew o mifer sy {0 s wed gl ar ar oy
Ay Facd ¥ Qv d | oag T T AT WY AW fadw wamw
W T T TG 21 wdT smfn TF I wdw faren X ¥
I AT wxar g fand o qatfes @ afez fray &1 fig
N T a7 {97 W T Omy & Y 2 a7 wed g2 & arg ot gAa
afar wafe g oad T NA 1 fw g Afar w7 g TQ a7
agfee s Y s wr —

T wew o fremfafert e @ i o F—

L7 &Y 0% areft awg & saenwar I

2 9% ¥ 1T 47§ wier Frfear 25T Y w3

3 9% ¥ wu § fagemar yiey AN

4 3G T b s ghrar e gy 34

S AT A any vy aegw g Al N g N wfer forrs
\ -
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L ETEa ST S ST
(Patronsge Buying Motives)

sa W i Poat sgaar)l fadm & agr ¥ § mw adaw vae
o &, O B9 O ST aaW %R Sl ¥ Gfa wowgd ) W A
Zaromar & fin ot oF € gEF X a9l 9% A REEET A agyg
iy gy § ) A mrwear 8 awg Atz ve fade gwa o7 e
Tun STee AR grat §, A W IRy F IO AW W H e off
< XY £ | ST AW ST K7 T T FCL & A F ) AW 907
=7 et fe R § sew gl §-

1. e wy feafe—ag o) oW oF g § fd w1 § @l
g eied §, 5 o8 go 9 feafe § Sy SN §) o AR
f g A oy WA N § sl gmm i d fee i ®
Sy A TR gEw Y mErEdT W g AW Iw gEe R
A e o w3 E wgt % Al & oan figTgds ofan
D

2, fafrw @il ) svaf—sg @17 & gefag sh fY o
A W A amd o0 & fFagt woawwmE o oft e
Mwgd wrwe § A 8 wRE v gy A A adv g
fay amre 7t 9w 2, afew ag ww wegd Wik ¥ fawsmar g
IR Y AN G N qel QT WA & 4 Wg: 9 9 IR
QU W A ¥, gt WX SeRl waRaral §Y el weq gaew
& =

3. gFA A wfe—FE AT A wnfa o gEE ¥ @ A
TiEar angd &, ¥ oA At ¥ oge anEd € aur enfy ww Wk
R W o WEd £ e o a1 sfafey dom @ ww o
T & wfs aad weEy atafaa sgag s )

4. farusal w wEg—F% 97 TEF 5§ I § 719 GO
e vow i v & P Rovownt o emgcmrar o ghar € o
= gad ¥ uffesy s s T €)1 3 FaemwatEn ¥ o st
w1 § 1 v % Mgy Al & 0y qagr & SOy 36 g ¥
a1 TRAT A A3 £

5: NI gRra—g O Bt oF g § ma it adaa
TR w3 &, B 98 30 og Tn FMAw g s 6@ § 1 s
TR s gfE, A S R R geih W gfeed, A
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ang A gfaard, wowa @ gferd mifrafr g e gfaardi
s 9 =g 7 i s WIET IR AT N A A wdew
AT

6. ST &1 aAE AR 24 § ATAGIT T 47 9T A
w1 & 7 ST 2 ) wrae S3A T A g oo e B
F fira @ df v T &, afes ave arc wms Ay e Tz g qur
it germ ¥ Fugn w4 S 3 £

7 TR—wL AR AT U T werfaw weane 4T ww wn
& 1 afz frelt amgs & wfeqes & 13 I a7 At &, fr} fade gEm
Ay wwl fradt g, dtag ada gar A ¥ awgd @l
T |

T SRV &1 GAT AT
(Discovering Buying Motives)

frrmrald & cawar agr w5 AT &1 s ¥ fafg
&1 Fommat faam swft o7 foaar aasar & ot FTWOA FY S HAT
AT wfE ave 9T Prmmaain) wy AFAT T A A
F wER & fau gfag yare Fr TfET | AT farfafa a0
SR T OF faamwt gme Y WEHY FT 7 GTQRA 77 qq1
aFar g—

1 w7 ggE—faFrral oot arnfag Frrosatar @ Ffaw
ST T 97 (S 99 77 ST Y I gFGr g1

2 Wl T R S R A e A9 T &
TYT TN FE D wg F o A @A Far ) oA
Fara ety t o swemr oy & Frad s 2 Ffzag a1 am A
FN 24T &1

3. = A w1 qT—af Y Jar aeg ¥ 73 % fag gwra
AL A, afew g v 9gFN 9T I F w7 AT faa g mar
grudifeafa  wr ST N T 9t amd ¥ e faragat oy few
ar WA wifs feand 84 T Tt & o wreT ¥ v ¥ oww
a frary A frrosat wd . w3 A F wgrk oz Par § AT
WTEF FV T ST FT 9T wr Sy g1

4 TEw W AW & IW—gm A 7 e w qar
& faq feanratn wr JTEEY EX g & earT & Iy fgd I qigy
=Y J9%a1, awma ¥ an, faar ¥ w, mfc #r R At qrgT A AT
SR 931 e 1w |
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5. aeY ¥ A ¥ qd s —feerds f gos e
=T FTU AE KA & fAY AR AT 1 FT ST I Av oA §
TEAT AT { [ATTT AT T TCIST F A9 T TAATT &7 %7 qeqeat
a swenedt ¥ m fvar ot AwAr § qun & wfaw Soq T F /v o W o
TRV Gt

e & Ay s
v fafwsr 9517 ®7 = FORN w7 39T STy
Discuss the different buying motises
2 et gy Y w9 SOt Y oF fewrwt fre yeTeoa
TXFWIE
How can a safesman know the buving motives of a
customer



X =
TEHT & FHI
{Types of Customers)
“If 1t nere possible to diagnose customers as the physician

does Ius cases, selling would be much more effective and less
difficult.”

B, F, Barker

AT gEA I mE A ups M oIEEl & omd g,
frafam w2fa 3 €7 &1 wm & =8, T fanfm g,
fagw arm, (oM & Q9 2| 5@% 95K & o IgR BT fRw & wewmm
s g ) FeI IR ¢ fI, Y T awm § oyga w i
SR § GilF &7 97 79 T g a1 gAw afdew agw A
frm

Prreifabaitacy
(Classification of Customers)

I AT W YRS B i f wrarQ ot ey am g —

1L 7050 & T § mer

I qafes falmarm & mare @

1M, 7 F =R 9%

1V, 717 & A7TEIT 1X

V. #grfas mere g2

VI faar T & w91

L. w7 W X TR B WA T AR
(Classification of the basis of Buying Objectives)

AFFEF @ § W W afiza F& a1 w3ifew Tgegd

R AT FE F G TR Y |77 FW T IS AT F WAR 9T

uigE S v R E (1) wwltar amew, (2) =i a9 (3)
sirifies arw
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1. vt wigs (Consumer Buyers)—3Talar 4T3% Aaifas
TgeIgd WigT WA S § 1 5AF i 99 s @t § o wa afs
& Fr el ¥ frg 7% a0 gkiE el @ osd § 1 wm sAF
s F1 STHIH AT Hgr A, o1 N #w wafsr 78 Qw1

IR qTeF -G, AT, I, TET G i gw w7 aw
21 T A 9 wply f2A iyt asedt ar @ g

weaw famtar o wrady & faq ag wor Sgeagw A g
fonfar &1 T aeget & fwiw wXO gy, fAE o oangwy Ay
sraEFAT & qia &% s &% ) s faatar 9 v weEy B s
A grE IR G T 17 P AT 9T |5 3 fratare 9 e
YT 9T WA AR O AEH a9 FTET a9T 9% aqwfay
& gFIF TATT T A o

TEF LI ANTE B ST ARA T g @A FT A ST
aifEh | S MIEATH TV R ¥ TWH &) A9 FT & IF FET 90T
JIETTH YTEHY B BF ACAIA] F7 AT FTHC FATITT WY 0 gAv

mﬁlaﬁﬁf@ﬂé}msaﬁwﬁw&?ﬁwmﬁgl
\ 2. =rvnfes wgs (Merchant Buyers)—ammifes amgs ¥ args
MENTEFT AP fAF7sEw §F HE T RIL 2 m@s s
& w7 § ¢ afkadw 9 v §, frg 3 W @1 a9 S
ATAMRY & BAT-HAT @ (57 T g 1

S g g Y ¥ AwEwH e g (1) 95 sl
aat, (1) T2 e | T A A §1 FenEs ot et ¥ afar
T 9% TEEIT § AgeEd ORE AW g aw s /it gra o)
IEHY I T ARG ST §, Fox o T mgwr 71 wOwr wgew g
{ argw T A ¥ i soee e afaw vt Q4 9
Arafag T £ 1

WELHME N FE IFR T £ 977 § 391, fawig s,
gﬂw,’iﬁmw,aﬁwwmﬁnmmﬁmﬁ
77 FTE WIWRIOW TR &0 ¥ AW A mwlmw Fewtwwi ¥
sregd WEw

3 «wiEifre wgs (Industnal Customers)—uldIfTF 1351 #1
A5 e ¥ g & fog, gw e dm ami ¥ alegsa § (1) fmba
(Manufactures)—F FzT €1 §, N AT A 71 7 ot =7
M7 ¥ Fmig & 73§ S ¥ I § R_newwe, @ T
et faw ¥ Fvmr e g Aded Y g s e faw 3 R
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oret faw fomiar args 10 (i) &3 @7 (Service Organtsations)—
¥y s a9 § o g emmfed & W we araifes o m
AR W ¥ g0 ¢ STEa, ur W ¥ G ok
STt B 1 g DY sy qay frorsat gam T AT i owd Q, fawar
T S § 1 AN wrEe A AT MET 7AW R\ (ui) Wfne fae
(Industrial Distbutors)—ud argr Frafar & Wi adRd § R
R Senfs geterd) a1 A T T o ¥ el g Wi
¥ ety 7, & o wfawnfe ag el

1 dafme fagaans & [ 9T asninem
(Clssilication on the hasis of Individual Charcteristics)

mfwafe § aga i @ar§ gfag sarm & oo gl
fag srery aFqEt W Y T ITR T AW uF W 3 T
97 T 9T A 913 gRAT @1 S @iy fray s awar § 1 avmed
geaT il O g@ 9T & wifsy A wwwTar g3y 9fus
asdt § 4

s farasat o awrar s A ¥ AR wqd qgy R
* St gFre awn It f, ¥ m e % am dar ) svagw
X 1 uF fagra dwT ¥ AT ¥ IR 0y argiia s A1 aF g
dat 1 ¢ Mg gFR g —

1 4dd7 wgw (Nervous Customers)

AT T A atuAty wEmt
TEI, WERT T g7 g ai

SUEF U7 G4 st

Fafer T AT
ik EEn

g mfx

z ol ars (Dependent Customers}

TET 1 TR LGl atredd
T 1T T g ‘ TIATAT

vfjf g frrd § aaf fia

T = afE e
“fj.ﬂ |17 A ol

Ay
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3, smAme W (Tryng Customers)

UTEE W TR ThRT IR
Rt FEgAY T AT
wTT FfeEs
I 44
=TT T A1 frzara
4 wgwa 7 QR = wiew (Disaggreeable Customers)

RE 1 AW betuicried

a3z FW freqey fae

s o

:T;g aferea gt

FIRTT T A ser fageRg

5. agw gfZ a1 WEF (Common-sense Customers)

mg:tsz ;—x TR gAY I
arvefyn TAES
gfgur e} At

qei frrerrel &Y 3Ug'e oY 7, afisvg ¥ aume wEml ¥
e AIEAT AT FFAT WMEy, FwE mgw 7Y agez frarar aF 1

£x wlEa & AaE g A AR § MR SIS e §
TAAR AL HT F §—

1. %@ wmgs (Nervous Costomers)—ddd yige st
frrmraid ¥ IR ord g 1 3 mgs 2 g s 9 D
) % Tigv 99, wAgR ¥ WOGI8 yRC A% §) OF wER W
frrFal M w9 gAY ¢ am wTN §Y Al A TN 09 GO ST S
o § | afy frrasal gray am 9T aver ar o s a8 dar g, dr &
w99 e @ W L W e - st R B R &
ferg SR T J1gw 9F UL 9T gy WY Y wAR E

GIHA A farmawl ) wwr ey ) w iy
71 3% HAEEF T N A Y 138 £ gzen ) gvew Sy I
i@ @ guw son Wiy ¥ wEwy A ¥ gy A R
<l ot I AR I @ AW ALY Td¥ & | 9 g ATgax & /WA
it wfas A der <ifed sy IF fRafaey w1 owa § (edg Y
R ¥ oA fammwi @ 6F o uf § @ emgR s
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-
T T SR & SR weR @) § O iy aur e
Faal vF gRar § forfasis S aw gy i o

2 TR o1 &R WEE (Deleberate Custamers)—=&a1 TRH
I, S A A AR §, aet SEE ¥ AN § qur aepd F AR H g
arAFT ST TR & 9T @R A B e 79I ¥, aed i
A gy AN qar o g e oowr o fays q@A
gar i

Feraraisdt @ T sl § =942 @, a5 9317 §78 W@
fd | 3 AR T A F qf SEETd e i on T
AT I A qPD ey W wfer frawain AW
QA T AnhT aus I Ay eeiR ¥ awd wmfr A
TIAT EY | 9] B S a9 ¥ AR N T wgwr 77 fater
ST ifEe « AT E, O aa ¥ qve srie 13, Aee QI 69 o
gfs 77 w37 FAT AfE

3 Fafi= wgs (Deadsd Custwner)—3F s1z9t 7% frvarad
wETAl ¥ ogeT 5% 21 8 avzw 73 W fafeem w v aw @ gEA
® 93T T § 1 57 g ¥ e Iy § fawreni | afuw gaw A
T OTAT & L B SR F e @ A % fv g W faee-
T YA T § AT 5 X R MY

g 5 TR s grer ey 9, 5 F e fY 9 e, AR
AT ¥ ¥ KAT I 1 77N L, g { svaes v § o T ferfy
¥ fa73Tal FY 97 F FNAA IR T FT 7 qETT yay @righ o freg
Bt 7% g7y fywreet v ana Arser) sersY ey frerewi A
& Y g R aY o, aer @Y TS S woa arvEd o fesarat
o 3R ¥ G ¥ §70E w5 a0 v, T O S9Tet 9 & O
¥ oIgF F WTT T M | AT ¥ IR OT @ el 9 ¥
w3 ¥ 1 ¥Fa Fom %% srEw oy Y 9 IR F aamg e
STEF T EwHET v Asey s

4 wffiat @Es (Uudeadsd Customen)—gg 5727 99131
e afgs @ s sl | oW ) t oww s
Wit aut wEn-fomae ® owee F srm @A £ Prroysist A O
e ¥ arg ewwEr wxy &R R 71w s T o st
DTN wwe-nAT w7 e Ramt i ey e ¥
SISR ¥ GERTT 57 went WY e A Wi, e A fovp seer adt
SRR TR oW ¥ ww |l e ® &R =< E oI i
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frenfy 1 ofifs agT) w1 g ol ¥ ¥ @ el Py v
Ll

5. @At aigd (Talkanve Customers)—g G argat @)
ot e ywd ar e @Y § o Al e ARy @
A et 39§y O =l et & g A ol afs R E
a9 ey W awey e it 31 % wun az fawrwaidr
adt &y weps & w Sararizd 1 9% wgs & el & o Qe ek,
afen I e a1 Ay, ARy fran gAY SThd qar sfes dtaw 3
frg draifge STl wwr iR« EreEl S ag ¥ gvlus aw
X 9T @7 & T, aft wEs HAEEE AW 51 g, @A S g aw
9T AN $T A48 FE@T AqMlgT ¢

6 W WEs (Sulent Customersi—w 1T wf wgw L7 A
w1 &, St AgW ¥R Aty § o ¥ wikgdw gem v i § W7 el o
R g e Wy A @ SR Fam QA &
w5 @ O AR € gy R E TolT da ¥ wrey af A &, A gy
oAl P T AR LH e F W A W N o wvow ey of
a7d 2, fey 7% goa frzwal AE § mgedlt § @ wEw A m A
fafrFr e 2§

frraraia) ¥ v gvrd ¥ qua wifame 93 feic gar wsm
& seis eafm sdY v Y 97 9 30y o wRfmr sam swer g
sa frrvwal B o awgd Foaed ofgE qar se emmnl Ay I
Frar arfed 1 Y o AF mEw &Y 5 A fRdY wer waTT § i iR
& fud ST i3 ¢ c wedr ¥ fraed s &3 St 3aat goft
BGiEEIE i

7. WEWR Agw (Susprcious Customers)—=f qgF qFTAR
e 1o an ¥ iy X IU W R BN aww ¥ oaow mwa-
Fereara #Y ol @Y § o w@a B Frgt #9 A evvan w0
Ty s feraal Y dyraerdy 9T AT &9 AT e ¥ g ew s
fara ag AW §1 yhumersy 7 AW S0 farreal ¥ g age
7<) waedt € 3 1 (F TRE ¥ w9 S0 sy frraaais 5Y e
& wrge § anlar g segy w0 910T 1 9 F errey K ared xem
ek, woend F Afoar gaer 73 WY wrgan w fawre sow faar s
agar & N

8 eeyedl mgw (Economucal Customers}—gy T1g% AaqomT
T ¥ fe T €1 % aga & AgAl T A T quee 3an wqd @
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eltewt 97 qwr o § 1 Perg ot Y ag e o XY 0 ¥ A
o1 AR T FI6 F AT AT g ¥ e Awid § O avear W
oY s B aRgm W ow w1 § gl weadeen gey wwgd dEn
Lecil: 4|

S ATEE wROR AT W wead @ded § aar anan wy v ¥
MATNE U argd A o d oW g R g X
NN F @ oF @ 91 X wfaw Avar ¥ ey @@ &y awafs fra
AT FFATY |

9 aFvta TE® (Argumentative  Customens)—Jgdya AFFT
s WTAD 9 & Y E T of-nd geadl A Y Y B
aift AT FT AR A AT gwiQ xwe e < § 1 A waw
rgsy F At A geaR farrww’ # aany § W et gfond e
ofesn 2% 9 MEwT w7 § 1 W wgw waAnw ¥ afes SR g e
RAarfr ag AR e wrr A N AT W E

@¥ mgF @ e19g A gAv fawreal 1 A9l G § aga w1
DT A1y 1 2 9 1 TR Ar A § IR WA N ey
Bt el 1w argE AT e R QY agmt A wenfadea frozw
s & FMfaw A @ifgd aeg B wlny ) aewd R FX IR
L wgw) ¥ Aty w3 9w faqasal #1 ywy w9 R Q@ fwAT
A Y AW MEF AV wAS Fogt g1 H WS qwlt § ga3dac
arfelr | famrrat 2 Al ad wd svarafiy

10wty ar ss=mds mgw (Shy Customers)—wte ares
FE S ved wdad § owifenes ar o oA TR WY wEs
g X afgez X 7 oY At @ w4 & ¥ g A gfasz @R
& A oYyt wrERrEal A 38 7 €10z ©F ¥ WA G R A Agry
AT P

frrmaatal @Y 83 et ¥ qEsAFAr F1 AV A F fAg T
T AE ¥ 9o Q@A Wil ¢ g wwll 1 99 wwwmw @ gtaraar
i fad 5 amare ax ), faey frevsat Y Sapds R wmwAr
il 1 g fr 8 qrat oo frapr ;b &1 s Qar o faoa
FAtR A TN A Arawg WA iy Wl e
=Y anfed ) Y ey & wAldeT @ R R forrest Y samas
T 33t 1Y il 7 v sl

11 andt agw (Haughty Customers)—3q 01g7 9g7 #fas
A G § 1 T X ) g a8 R 1 9 Y F oy
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FIOW EY 6 £ { YT SILET AT ST AT, J-Staa ufas &1 A ar
3 03 9T AT T FY 13 F G G MlE-wE 1 A agw fafime Aaw
@ e 2 frwasal ¥ 9w s € W wiET weE wgw ¥ 9
TR AT F& AOX AT A TG T {1 LF WgF wR waY AvA¥ /3
sriRR St o & emw

fapaawiat €1 87 aget ¥ I FE quw agy fGaw auar
wgar § 1 fammeatal 91 7 Wt ¥ oA o e wne 3 gy Ak
o aeg & A wig® 1 OF argw v S5 feer awr avafs aed @
T oy § o gvy Y &Y aegd frard g

iz wdfos oftr ¥ qoge ags (Handicapped Customers)—
&% WIRT aridfw e ¥ wogm @ 8 ) 9% 33, and ags, ag-d
MnEEm oA g T agw It ol fafy & avow e i fafya
FAEY 9 AT A T R@N uF A R v ¥ owand &% § 1 xaw
sfufes THagswy g TR § AT O ewm A g0 F Ay
off g €0

ferrrat M8y wER @ ofy oni aeEnfy Remdt sl
3% <7 T5g aova gvas el MRy 1 N @ qwgd Sgeew
w81 €1 37 FTAC & AUATRT Y qrgwt Y yvowy v AN AwfyF g @
are® AT AN 9 § 1o SR srEanlt A woew afd R e
o Ad Oy § ) g S T § e IR 1 T mEE dw wd
w1 AG 975 g TTAQA T, TR T A1 R @@l gy w3y 1
arwed 9y § 15 9 IF ¥ SAE AIEET B GlS O § dggar I
Stfgy arfe ¥ o w9¥ o ¥ ofaq 7 %1 27 A

13 s wgw (Mmaerered  Customers)—awl) 330t 30
g § garA ot frmrraldl I 9RAT FET T WA 1 W JgF
T ARAT A E @ FeaEr § a9 s w
sgnz @ ey £ o mET a5 N DA G I A a9 § s
& § ¢ T A Tk &R SGHT T A g & AT g g §
¥y gt g€ anay f aw 5 £+ anfe fsamsit o g5t ame ey
oL FATE & ML

freg faerraet @t g8 §f 79 727 iy ( SHAgH § el
QAL AT IR 1 TN WET AW 793 OF A0gw T Y0E § IHA
fraraw v¥ fazr Tear arfed (NS war ¥ f A ST @an arfEma
o frmawi A1 aga @ wgairy @ wifgy @ Ay ¥ wf W
FIAT AL 1
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IV, g & MR 9
{On tre basis of Age)
ATy ¥ WL 9T REE N JLAT A WD ¥ qvew o www §
() =% argF, (u) TV IRE () FUT IRE FAT (W) 97 0EE LA
Fraaral ¥ OH ¥ aqmR § 9% AT FOm wifid ) wiw #
fafr §37C & o< 37 &Y qoea § ¢ Rxawald #y g s o
fgy )

v FziFas qmr aT
(On the basis of Theory)

Fgrfrs arny o Y wa d fraat @Y § (1) adwmw mzs
ar srgw {Customers), aar {n) Arfv m wemiw yrge (Prospectne
Customers) | AIATT aTgw ¥ 2R &, ST a’émﬁgma' aay T
Froenar I F§ fy S e 9 aver g fawaeat O
Al 1 WIRK FIF TEF 0 SFA Y W A2 F A H W
E<W§?ﬁ%ﬁrga ag fafimm gy FC v g §, B g ¥ Fra
arﬁmwﬂza“r%) gar w9 AT gr B owR Y ger
QR Earc SN I AT W e WA agrn AT 1Y
Ty @ 33 wvalyg aws' ¥ s’ am R

ST fAE T R g oY
{On the basis of the Place of Origin)

frar eam B WA S AT OGN AN AW ReR I AT &3
() sty w17, (u) TEE TR qar n) FREY agn Fa-nﬁ"?’ﬂ bl
o T e o wafed i T, weh wn faef wew Y aga
AT SR 81 A R 77 I F AE S T s S m SRR
55 3% @ T AW A A T AEAT § 3% wfafis sy W
af Poarst, sragre 3 ) gat gwa WaT Al § ) 99 39 g e 9y
AT =7 ¥ o0 I Tfgn

weam & e wem

1 a7 awey fra f el e e wen 3 P oA
71 af fear Afam

Whaat are the basts of clasification of customers 7 Describe
each of them n brief,
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a4 9 W@ ¥ W 9% weay 1 wifwcy difan gar sdw ot
afawart sy atfag «

Classify customers on the bisis of the buying objectives and
1scuss each of them 1n detail

g 9 dafer wrfe & aartar @Al & gwQ w1 agv
g1

Discuss the customers on the basis of their individual
characteristics



